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With spring—a touch light as daffodils 


These two daffodils weigh only two less time! At the end of the day your 


ounces. fingers are fresh. And your letters! Gals, 
thev're beautiful! You'll be proud of 
It takes less weight than this to depress ; : The | dies Ht i! I 
, them. ie Doss will be proud: 
one key of Royal Electric. And only three “ 
ounces to depress the carriage return key. The new Royal Electric is designed 


a with vou in mind—nobody else—by the 
In fact, it’s 13 times easier to operate aoa ; 
world’s largest manufacturer of type- 
than a non-electric typewriter. ; ans ; 

‘ writers. Try its many exclusive features 
on your own desk. Just call your Royal 
Representative. No obligation. 


ROY, L electric 


standard «+ portable « Roytype“ business supplies 


Put a breath of spring in your office 
life! Do your usual quota of work in much 





Royal Typewriter Company, 1): 


n of Royal McBee Corporation 













60 years young... 


and still the best friend 
a secretary ever had 


He got his first job in 1896, helping secretaries turn 
out neat, crisp work. Since then, he has been 
employed in almost every modern and efficient office 
across the nation. He chases fatigue so that office 
gals can enjoy their “after five” hours. He helps them 
Ssh take pride in their daily work ...and they are happier, 
the boss is happier, the clients are happier, everyone 
is happier. 


His name is 
Panama-Beaver 


For 60 years, PANAMA- 
BEAVER has helped combat 
“eye fatigue” that strikes at so 


e) many secretaries during the 
©) course of the day. All 
@ PANAMA-BEAVER products 


are Vision Engineered, from Hypoint colored carbon 
papers to Lustra Colorful Inked Ribbons that 
harmonize with all papers and letterheads. The EYE- 
SAVER and NEW Ebony Unimasters (for spirit 
duplicating) have tinted jackets to avoid glare, relax 
the eyes, relieve harsh contrast, and permit faster work. 


Find out how PANAMA-BEAVER can become a 
non-salaried hard working experienced employee in 
your office. Call your local PANAMA-BEAVER 
Man, always a live wire! 


PANAMA-BEA FE 
tobindk”™ anon 


MAniFoLp Supputes Co. 
19 Rector St. New York 6, N. Y. 






































Since 1896 — ‘The LINE that can’t be matched.’ 
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High-Level Secretary. 

Step Up Your Word Power. John UW hiteomh 
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Margaret Hale 
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Flash Reading: Hitch Your Wagon to a Star 


SECRETARIAL SKILL BUILDING 
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Transcribing Speed Practice 
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> oun cover—Sailor-boy | shirt by 

White-Stag, with a turtle-neck inset 
and three-quarter push-up sleeves. Made 
of two-ply all-combed cotton lisle that 
is preshrunk. In combinations of brown 
and vellow, or rose and navy. Sizes: Small, 
medium, and large. $3.98. Available at 
Gimbel’s, Pittsburgh; The May Company, 
Denver; Macy’s, San Francisco; and Field 
and Schlick, St. Paul. 


Vacation Ideas 


Europe-bound this vear? Or have vou 
set your travel sights on vacation spots in 
the U. S.? Whatever your goal, you'll 
find, in this month’s issue, a wealth of 
vacation ideas for both foreign and do- 
mestic travel. 

lwo Weeks without Pay—in Europe 
tells the story” of twenty-year-old Pat 
Garrett, a New York secretary who made 
a New Year's resolution—to go to Europe. 
Che report of her itinerary, travel budget, 
and planning schedule may be just. the 
impetus you need to satisfy your ven for a 
trip overseas. Or, if you've decided that 
this is the vear to do a bit of domestic 
traveling, don’t miss Trips with an Ameri- 
can Accent, tor a new approach to vaca- 
tion tun. 


Tips on Luggage 


No vacation is complete without the 
proper luggage. To help you in the selec- 
tion and care of travel accessories, the 
Luggage and Leather Goods Manutac- 
turers of America, Inc., have prepared a 
leaflet entitled “Traveling Companions.” 
It is available free of charge and includes 
suggestions tor wrinkle-free packing. Ad- 
dress your request to: Luggage and 
Leather Goods Manufacturers of America, 


Inc., 220 Fifth Avenue, New York 1, N.Y. 


Awards Poster 


\ new poster showing the certificates, 
pins, and other awards offered, will be 
mailed free to any teacher on request. 
Quantity is limited, so write for yours to- 
dav: Gregg Tests and Awards, 16th Floor, 


330 West 42 St, New York 36, N.Y. 
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Underwood's Half-Moon Keys 
keep your hands lovely 


No more broken fingernails or chipped nail polish 
when you type on Underwood's exclusive 
Half-Moon Keys! Your hands and ° 
cs - ~s « « 5 
nails stay beautiful longer because the Did you know ° 


keys are shaped so your fingernails never The first American Patent for a typewriter was 

touch them. You'll find Half-Moon granted to William Austin Burt of Detroit in 

Keys on both the new Underwood 1829. Known as Burt’s Family Letterpress, it 

Electric and Standard Typewriters. carried the type on a circular strip rather than 

Ask for a trial, today! individual type bars. This machine was never 
produced commercially and the only model was 
destroyed by a fre at the United States Patent 
Office in 1836. 
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UNDERWOOD CORPORATION 


ONE PARK AVENUE, NEW YORK 16, N. Y. 











ITE-LINE copyvuoipver 


SAVES EYESTRAIN 
PROMOTES ACCURACY 
INCREASES PRODUCTION 
TAKES COPY UP TO 20" 
HOLDS NOTEBOOK 
FITS IN DESK DRAWER 

e LINE MAGNIFIER EXTRA 
Send for FREE Booklet describing 
RITE-LINE COPYHOLDER 


[-—— MAIL COUPON TODAY-—— 
| RITE-LINE CORP. | 
4209 39th St.,N.W., Washington 16, D. C. | 
| 
| 
| 
| 


| Please send me a free copy of your Fo'der. 


| Name 





| Address 








| city___zone__stote 


——_ 











TYPISTS 

EVERYWHERE 
PRAISE 

SNOPAKE! 





Now secretaries can 
rest easier when they make an oceasional 
error—with SNOPAKE on the job. It’s a 
marvelous new white opaque paint that 
is flexible, easy to apply and amazingly 
fast drying. Merely paint over the error 
with SNOPAKE, let it dry for an instant 
and then type right over the area. The 
result—a smooth, perfect job. Designed 
especially for typing for photographic 
reproduction—Offset, Xerox, etc. Artists, 
too, find SNOPAKE far superior to any 
opaquing solution now known 


TMLee i ------------------- 


FOTOTYPE, INC., 1402 Roscoe Street, Chicago 13 


Enclosed is $! Please send | oz. brush-in-cap 
bottle of SNOPAKE and bottle of Thinner 


Nome. 
Address . 
City _. State 























BOSS SPEAKS OUT 





URING the several years that I 
have screened job applicants, 
hired a preferred few, and worked 
with young people who were pre- 
sumably trying to succeed in the 
business world, I have 
deeply concerned with the reasons 
why so few succeed in landing the 
jobs that they want or make any 
real progress in the jobs they have. 
My only thought in intruding up- 
on the privacy of your personal dis- 
cussions in TODAYS SECRETARY is to 
tell you what I have learned that 
may help each of you get the sec- 
retarial job that is the right one 
for you or to advance more rapidly 
in your present position—advance to 
a point where your services are con- 
sidered extremely valuable and your 
rewards in take-home pay and per- 
sonal satisfaction are what 
want them to be. 


become 


you 


WHEN A NEW EMPLOYEE IS SOUGHT 
to replace a worker or to fill a 
newly created post, it is because 
management has considered all as- 
pects of the employment situation 
and concluded that the firm needs 
HELP. Employment agencies are 
notified, advertisements are pub- 
lished in local newspapers, and 
perhaps other media are resorted 
to in an effort to locate exactly the 
right person for the job opening. 
Applicants begin coming in, the 
telephone rings incessantly, and a 
deluge of written applications pours 
in through the mail. From these, 
the “boss” must select a_ limited 
number of the best-qualified appli- 
cants for interviews. 

Out of several, or many, inter- 
views one person emerges trium- 
phant, winning the assignment. 
Others are extremely disappointed; 
and, knowing that they have an ex- 
| ceptional amount of talent, required 
| experience, personality, charm, 
| poise, intelligence, and many other 
| qualifying attributes, they some- 
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An Objective Approach to Success 


BY KENNETH 


fecount Executive, Fensholt Advertising Agency, Chicago 


S. JAcoss 


times approach the “boss” in an 
antagonistic frame of mind, de- 
manding to know why they were 
not chosen for the position. The 
“boss,” being a somewhat diplo- 
matic fellow, fails to pin-point the 
real reason behind the failure. In- 
stead, he chooses to avoid the real 
issue by making somewhat vague 
statements; such as, “The successful 
applicant had some additional ex- 
perience in circulation cost ascer- 
tainment that we discovered would 
be beneficial to us.” 


HARKING BACK A BIT, let us empha- 
size again that the only reason a 
new employee is sought is that a 
firm, or a department in the firm, 
or an individual needs HELP. With 
the single objective of obtaining 
help, the “boss” approaches inter- 
views intent on translating what the 
applicants say and write and do 
into terms of benefits to the com- 
pany, his department, or his in- 
dividual effort. It is axiomatic, then, 
all other things being equal, that 
the successful applicant is the one 
who is able to convince the “boss” 
that she is the one who has the 
qualifications and desire to help 
most. 


CONVERSELY, it is often the case 
with unsuccessful applicants that 
they have convinced the prospec- 
tive “boss” that they have no par- 
ticular desire to be useful—that 
their interests are purely personal. 
They utilize their entire valuable 
interview time by asking questions 
about employee benefits, the num- 
ber of hours they will have to work, 
whether or not a bonus is paid, and 
such things. 

In short, unsuccessful candidates 
all too frequently devote their time 
to getting across what they want, 
and demand, instead of what they 
can do, are willing to do, and will 
do, to help. 


(Continued on page 45) 
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HIGH FIDEL/TY 


dictation-transcription machine by Comptometer 


with amazing UNIMATIC remote-control microphone 


. +. makes dictating as easy as talking—An electronic miracle in the sim- 
plification of dictation has been achieved by Comptometer. Now you can forget 
the mechanics of recording and have your mind free and clear for better dictation. 
All you do is talk into the Unimatic remote control microphone which fits the palm 
of your hand. One simple button lets you dictate, listen, reverse to review, or even 
to “erase” and replace a word or phrase.When finished dictating, press other button 
to mark length of letter—everything is automatically recorded by remote control. 


++. Saves more than it costs—The flexible Mylar* magnetic recording belt 
can be used for thousands of dictations. It “wipes” clean in just one second, 


SEE ALL 


THESE YEARS-AHEAD FEATURES DEMONSTRATED 






7 
* 
, 


L 


. 


— 


ready for re-use. The day-after-day savings over costly ordinary one-use belts or 
records more than return your Commander investment. And only Comptometer 
guarantees these mailable belts for life. 


... erases unwanted words—You wil! hand your secretary error-free dic- 
tation she will transcribe twice as fast and right the first time. Error-free because 
you can electronically “erase” any unwanted part of your dictation and replace 
with the new or correct thought—No extra correction instructions to add. And, for 
economy-minded offices, the same Commander unit can be used for both dicta- 


tion and transcription. % Mylar-Dupont’s trademark for its Polyester Film. 


IN YOUR OWN OFFICE! 























NEw! NEW! NEW! NEw! NEw! NEw! NEW! NEw! NEW! 
Visualite Indicator. Remote Indexing Unimatic Remote- Simplified Recorder — Conference Recording— Customized Input Vol- Carrying handle Dual speakers Modern design 
Glows red when you automatically marks Control! Microphone all operating controls Listening. Supersensi- ume-Control can be 
dictate, flashes to length of letter. fits palm of hand. Two are now on Unimatic tive microphone pickup pre-adjusted to your NEW! NEW! NEW! 
green when you listen buttons contro! all microphone Extra loud volume play- voice whether it's ex- 
or transcribe. operations back speaker tra loud or extra soft. Removable cover Lighter weight High Fidelity 

also © Comptometer Dictation Div., Felt & Tarrant Mfg. Co.,1708 Marshfield St., Chicago 22, Ill. 
ne eT ‘ " available © Gentlemen: Without any cost or obligation please arrange: 
in 
= Se in © (FREE DEMONSTRATION (1 FREE 10 DAY TRIAL (© Send complete information 
. 
OMPTOMETER “: “ <3 

© Compan 

A product of Felt & Tarrant Mfg. Co., Chicago, Hlinols. Other Felt & — pany 

Tarrant products: The world-tamous Comptometer Adding-Caiculating 
machine and the new 10-key Comptograph "202" Calculating-Adding machine. @ Address 

» 
e City County State 
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Topflight Secretary! 


Ask any 


You'll get this enthusiastic advice: Get the 
ALL writing 
Roberts 
Eraser No. 399 Tri-Ply. By far the best and 
most-preferred typists’ eraser. Named for its 
THREE RUBBER PLIES. Center layer is 
soft gray rubber for erasing ink writing and 
typed “originals.” Two outer layers of soft red 


ONE ERASER that corrects 


errors neatest, fastest—Weldon 


rubber erase carbon copies, smudges and pen- 


cil writing. 


Ask your office manager or your stationer for 
Weldon Roberts Eraser 399 TRI-PLY, most 
versatile of all erasers for secretaries. (Also 


made with whisk brush attached—NO. 3900 


TRI-PLY WHISK) 


WELDON ROBERTS RUBBER CO. 
365 Sixth Ave., Newark 7, N. J. 


World’s Foremost Eraser Specialists 


Waldon 


Correct Mistakes in Any Language 


Potts ahaa 








Tri-Ply? 








THE EASY WAY TO 
COLOR-CODE 






Like to 
impress the Boss? 

Want to make your job easier, more effi- 
cient? Buy or suggest MAGIC MARKER. 
World’s easiest color-coding method for 
account cards, file folders, correspondence. 
Makes eye-catching notes, charts, graphs, 
signs, bulletins, personalizing, addressing. 
Nothing to spill or refill. Fingers stay clean. 
Write on paper, wood, glass, metal, cello- 
phane...any surface! 


WRITES ON ANY SURFACE! 
NO LOOSE INK! 


69 


3 for $2. reFitis 25¢ 
Slightly Higher West Coast 


At Stationery, Hardware and Art Stores 


INSTANT ORY 
WATERPROOF 
PERMANENT 
? COLORS 


Write for 
sybulesint SPEEDRY PRODUCTS, Inc. 
in the Office” Richmond Hill 18, N. Y. 
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Ask the Experts... 


Business English .....E. Lillian Hutchinson 
Secretarial Practice ... Alan C. Lloyd 
Business Law ....... R. Robert Rosenberg 
Bookkeeping ...... .-J Marshall Hanna 


Typewriting .........Harold H. Smith 
Business Arithmetic .. Vivian W. Kline 
Shorthand ..........Charles E. Zoubek 
Filing ...... ....-...Gilbert Kahn 





Q. My employer, who works for the Di- 
vision of Corrections of the State Weel- 
fare Department, has as his “clients” 
former or potential inmates of penal in- 
stitutions. Many times, during important 
dictation, we are interrupted by one of 
these “clients” who wish to see my em- 
ployer. 

How can I obtain this person’s name 
and the nature of his business before let- 
ting him in to see my employer? I sit near 
the door while taking dictation and there- 


fore always answer it. 


A. In this awkward situation, you 
might say, “Mr. Smith is dictating right 
now, but may | have your name?” You 
would then be able to pass on this in- 
formation to your employer and get his 
decision before admitting the caller. 


eSor.... 


Q. Quite some time ago, I answered an 
advertisement from a music company and 
purchased a record. for ten cents. This is 
the only record I ever ordered from that 
company. 
Each 


company has sent me a card offering cer- 


month since this purchase, the 
tain records at a reduced price. | have 
checked “No” on all the cards and mailed 
them back. {t various times. however, I 
have received records. which | have had 
the postmaster return to the company. 

1 few days ago. I received a form let- 
ter from the music company threatening 
legal procedure if I didn’t pay the money 
due. They claim that I owe $3.35. | have 
never bought any records but one (for 
which I paid): and I have never received 
any statements of such an account. What 


can I do about this? 


A. If the original offer to sell one rec- 
ord for ten cents did not include an 
agreement on your part to purchase a 
certain number of records during the 
year (as is the case in the Book-of-the- 
Month Club), you are under no legal 
liability to purchase any other records. 
By returning the company notice each 
time and returning the 
roneously sent to you 


records er- 
(proof of this 
could be obtained from your postmas- 
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ter), you owe the music company noth- 
ing. 

Were I in your place, I would ignore 
the form letter. These threats are usual- 
ly mere bluffs; 
of the such letters 
answer them and. many times. pay the 
bill presented. If ignored long enough, 
I believe the letters will stop coming. 


yet. perhaps ten per cent 


people receiving 





Q. We are not sure how the titles of the 
officers of our Church Commission should 
appear on our letterhead and should ap- 
prec late any suggestions you can make. 
Our chairman is both a clergyman and 
a professor. Should he be listed as Pro- 
fessor, Rev. Professor, or The Rev. Pro- 
fessor ? The executive secretary ts a clergy- 
man and a Doctor of Divinity. The treas- 
urer, on the other hand, is a layman; 


should he be listed as Mr. Edward Green, 


Treasurer ? 


A. We suggest the following forms for 
names of the men listed on your letter- 
head: 

Rev. John M. Place, Chairman 
Rev. Ronald W. Holden. D.D.. 
Executive Secretary 
Edward Green, Treasurer 

As your commission is a_ religious 
body. it would seem that Rev. should 
be chosen rather than Prof. for the 
chairman’s name. Two titles would not 
be correct. 

It may appear strange to you to use 
no title for Mr. Green. when the other 
men are given titles; but Mr. is not used 
in letterhead designations. 

Q. Are the people served by an engi- 
neering firm correctly referred to as clients 


or as customers 7 


A. Today. client and customer are 
often used interchangeably. Client, how- 
ever, is the correct word when profes- 
sional services are rendered, as by a 
doctor or a lawyer. As the services of 
an engineering firm are professional, 
we should choose client in preference 
to customer. 





kither this Remington Office-riter or 
this beautiful Duchess Lady Shaver 








...can be yours 


...tree! 


Ir you use a typewriter in your office work 
you can win one of these two beauties. Grand prize 

is the fabulous Office-riter. It’s sleek, compact, yet with 

every feature needed for office or home typing —ineluding a standard 
44-key keyboard! Its distinctive printwork truly makes 

you a “first lady of letters.” 

























Dozens of Duchess Lady Shavers will also be awarded. 

The Duchess makes your personal grooming so easy... quick... 
actually fun. It’s a thrilling new personal companion 

for all your shaving needs. 


All you need do is try free samples of Remington Rand 
Carbon Paper. Then honestly tell us how you like 
the samples. It’s as easy as that. 


Act today! 


Fill out and mail this coupon right now! 


America’s ‘‘First Lady of Letters’ — 

You're cordially invited to visit the Remington Rand 
booth at the Hotel Statler, Detroit, Michigan, 
National Secretaries Association — 

Eleventh Annual National Convention—July. 18-21 


Remington Rand, Room 1503, 315 Fourth Avenue, New York 10 
Yes, | use a typewriter in my office work, and | am very much 
interested in winning a Remington Office-riter, or a Duchess 
Shaver. Please send details. 


NAME 





DIVISION OF SPERRY RAND CORPORATION 


FIRM 





ADDRESS 





CITY ZONE STATE 
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The Dictaphone TIME-MASTER dictating machine, 
“Takes the words right out of your mind” 
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HESE five plastic belts are DICTABELTS 

Dictaphone’s unique dictation record. On 
them, your boss could put the dictating he’s 
likely to do in a whole week. 


What’s it to you? Well, what secretary 
doesn’t want to do her transcribing the easiest 
and quickest way—and without errors? Who 
doesn’t want to say goodbye to overtime— 
and “‘hello” to an evening’s fun, instead? 

DICTABELTS and _ Dictaphone’s TIME- 
MASTER dictating machine do the trick. Boss 
picks up the mike and gets the work off his 


Easiest way to take 


# POW OR p 0- 5 


kez, ee, 




















a week’s dictation 


mind any time he likes—day or night. Doesn’t 
interrupt vour work for a shorthand session. 
You type from crystal-clear DICTABELTS lots 
easier than from shorthand notes. You con- 
trol volume, tone, speed . . . and can repeat 


any words instantly. 


One result: you’ve got more time to learn 
the business . . . help your boss in new ways 
that make you more important. Get all the 
Dictaphone facts and pass ’em on to the boss. 
You'll both be glad you did. Write Dictaphone, 
420 Lexington Ave., New York 17, N. Y. 


DICTAPHON E CORPORATION 


In Canada, write Dictaphone Corporation, Ltd., 204 Eglinton Ave. East, Toronto.. .ip 
England, Dictaphone Company, Ltd., 17-19 Stratford Place, London W.1. Dictaphone, Time- 
Master and Dictabelt are registered trade-marks of Dictaphone Corporation. 
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BY ROLLIE HOCHSTEIN 


HE THIRTY-SECOND FLOOR is not quite one- 
third the way up the Empire State Building. But 
a thirty-second floor office window commands a mighty 
impressive view of New York City and its environs. 
From this high perch in mid-Manhattan, secretary 
Mary Carr occasionally takes time out to gaze down at 
her city; but more often the affairs of the world’s tallest 
building keep her too busy for sight-seeing. 











Mary is secretary to Mr. Fred Glass, senior vice- 
president and chief executive officer of the Empire 
State Building Corporation. That’s a big title, and 
it's a big job. For the past twenty-six years, Mary has 
been Girl Friday to top management of this mammoth 
office building and leading tourist attraction. 





Mary's career has been somewhat unusual—s/ie has 
remained at the same job while her bosses have 
changed. (Fred Glass is Mary's fourth boss in her 
twenty-six years with Empire State.) Being both ex- 
tremely bright and extremely tactful, she has not 


Etigoh-Level Secretary 


only adjusted to their different ways of doing busi- 
ness but has also been happy to learn more about 
business as each man brought fresh ideas and an indi- 
vidual approach to his job. Most of us know how a 


secretary becomes acquainted with her job—Mary 





Fred Glass, chief executive officer of the Empire 
State Building Corporation, discusses renovation plans 
with his secretary, Mary Carr. 


Carr is now an expert on how a nev’ boss becomes 
acquainted with his! She sums it up: “Big executives 
catch on quickly, All our chief executives came from 
high positions in related industries and brought with 
them all the business acumen, specific experience, and 
operational methods they needed.” 


\{ARY’S FIRST EMPIRE STATE Boss was the fabulous Al 
Smith. Soon after finishing a six-month business course 
in Manhattan, her the 
Academy of Mount St. Vincent, she became assistant 


following graduation from 
to the secretary of one of Governor Smith's advisers 
in the 1928 Presidential campaign. Governor Smith 
ind the Democrats lost the election, but Mary gained 
a permanent secretarial job with a member of the 
campaign staff: permanent, that is, until Mr. Smith 
“borrowed” her to help him out on a peculiar prob- 
lem. 

“It was his gifts,” Mary recalls, smiling. “The Gov- 
ernor’s birthday fell five days after Christmas. Because 
he was such a well loved man and because his cam- 
paign had brought him so many admirers, he was 
literally deluged with presents for both occasions. He 
desperately needed someone to help with his “Thank- 
vou’ netes and acknowledgments. So, he borrowed me 
in January of 1929; and I stayed on to help in the 
writing of his autobiography. In the latter part of 
1929, Mr. Smith was appointed first president of the 
new Empire State Corporation, and I came along as 
his secretary. That's how it all began.” 


FOLLOWING MR. SMITHS DEATH in 1944, Mary worked 
with the new president, General Hugh A. Drum, until 
he passed on in 1951. Mr. William J. Keary took over 
next when the building was sold to a syndicate, and 
he retired when Colonel Henry Crown bought it in 
1954. Colonel Crown appointed Mr. Fred Glass as 
chief executive officer, and he became Mary Carr’s 
fourth boss—in September, 1955. Formerly director of 
aviation for the Port of New York Authority, Mr. Glass 
retains his deep interest in aeronautics. 

Says Mary, “All the executive officers have had at 
least one strong outside interest, and that, of course, has 


given me a wonderful opportunity to learn new things.” 


Fred Glass, formerly di- 
rector of aviation for the Port of 


New York Authority, is Mary’s fourth 


boss in twenty-six years 


é 


if 


AND JUST WHAT DOES MARY CARR'S OFFICE HANDLE, you 
may ask? Picture yourself as the owner of a small 
house. You have to rent it to a reliable tenant, keep the 
house in good repair, collect the rent and provide all 
such services as heating and electricity that your lease 
promises. In addition, if the roof of your house offers 
a spectacular view and if people pay to visit it, you 
must arrange to collect their money and give them 
their money's worth in safety, comfort, and interest. 
This is a somewhat simplified version of Operation 
Empire State. Multiply your one tenant by 25,000 and 
youll see the point! 


MARY CARR WORKS WITH THE MAN WHO CO-ORDINATES 
ALL THE OPERATIONS of the Empire State Building. In a 
typically efficient manner, the business of running 
this immense enterprise has been broken down into 
four departments, each of which works individually 
and reports to Mr. Glass. The Rental Department is 
in charge of all leases, renewals, and investigation of 
tenants. Mary, who has a keen, long-standing knowl- 
edge of her business, explains that there must be a 
balance of different industries among the tenants of 
the building, as a matter of sound business and a 
means of assuring the tenants that the necessary sup- 
porting services will be available. Practically every 
imaginable enterprise is represented—from textiles to 
stocks and bonds, from shoe manufacturers to adver- 
tising agencies. 


Mary sits on a swivel chair between two desks, 
both hers. One desk. facing south, is for refer- 
ence. The other is her “work” desk. 


») 





Under the Operating Department fall such services 
as janitorial, painting, electrical, elevator maintenance, 
locksmith, plumbing, and protection. On one of the 
building’s sub-floors are completely equipped individ- 
ual shops for the carpenters, electricians, engineers, 
and other craftsmen who keep the 102 above-ground 
floors in excellent condition. 

The Accounting Department sees to the building's 
finances, which are all internal. Rent collections and 
payrolls are that department's responsibility. 

The fourth department is the observatory manage- 
ment. The Empire State Building Observatories are 
visited by over a million people each year, many of 
whom are foreign visitors to this country. The Building 
is. of course, one of the leading tourist attractions in 
the world. The Observatory Department is in charge 
of selling tickets for Observatory tours, providing 
guides, and seeing to the comfort of all visitors. 

Because the Empire State Building is high on the 
“must-see” list of visiting notables, Mary Carr is in 
frequent contact with the office of New York City’s 
mayor. She explains, “The Mayor’s Reception Commit- 
tee arranges receptions for national and foreign dig- 
nitaries. His office staff and I arrange the details of 
their receptions at the Empire State.” 

Recent guests have included the Prince of Monaco, 
the Queen Mother of England, the Prime,Minister of 
Burma, and the Emperor of Ethiopia. Accompanied 
by the mayor, visitors are met at the first-floor ticket 
office by Mr. H. H. Weber, executive vice-president 
of the building, and escorted to the observatories on 
the 86th and the 102d floors. 


(Continued on page 50) 
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Reception plans for entertaining visiting notables 
are discussed with Frank Powell, manager of the 
Empire State Observatories. 


On a clear day, a lunch-hour visit to the Observa- 
tory Tower provides a relaxing interlude for 
this “high-level” secretary. 


A nighttime view of the Empire State Building, 
which has had over 15 million visitors 
in the past twenty-five years. 
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HAT IS YOUR ATTITUDE when confronted 
with a new word. Do you... 
... feel slightly piqued? 
... feel annoyed with the author or speaker? 
_.. become disinterested because you don’t understand 
the word? . 
. ignore the word and hope you gather enough of the 
meaning to get by? 
Or, contrariwise, do you... 
... feel curious about the word? 

. have sufficient interest to rouse yourself out of 
your foam-rubber comfort and go to the dictionary to 
look up the word? (O.K. to answer “yes” if a dictionary 
is not handy and you make a mental or written note to 
check later. ) 

... take the attitude that this is a good-sounding word 
youd better get to know? 


IN VOCABULARY-BUILDING, your attitude is all-important. 
If you fall into the second category, you're off to a 
flying start. You recognize the importance of increasing 
your word power. If you're a doubter who wants to 
know “What can a good vocabulary do for me?” here’s 
your answer. A good vocabulary is generally con- 
sidered a sign of intelligence—you always see vocabu- 
lary questions on I.Q. tests, Civil Service exams, etc. A 
person who is a lively conversationalist—who makes an 
excellent choice of expressive words—is considered 
several notches above the rest of the crowd. In addi- 
tion, a rich vocabulary will make it easier for you to 
compose letters. Sometimes it is a sign of job experi- 
ence and know-how, as when you can speak the jargon 
of the trade. In any business it makes taking dictation 
easier. Studies show that the higher the executive. 
the wider is his vocabulary. So the better your job, the 
more important it is for you to have a well-stocked 
vocabulary. 


BUILDING YOUR WORD POWER is bound to be a slow 
process—not something you can do by studying all next 
week. A word is no good to you unless it becomes so 
firmly implanted in your mind that it pops into your 
consciousness whenever the need arises. If your word- 
acquaintanceship is a one-time affair, you will no doubt 
forget the word unless you make a repeated effort to 
hold on to it. And, this, of course, takes time and 
practice. 

It is easy to enlarge your vocabulary, because you 
are always being confronted with new words. Occa- 
sionally, you will hear an unfamiliar word in your 
everyday conversations, in staff meetings at the office, 
or in discussions that you listen to. Very often you 
wont want to interrupt the speaker to ask for an ex- 
planation of the word. Often you grasp the general 
meaning from the way the word was used, Try to 
visualize its spelling so that you can track it down later. 

Probably the best way to learn a new word is still 
the plain, old-fashioned way of reading. Books, news- 
papers, and magazines are all excellent sources of 
colorful, usable expressions. If you are at all ambitious, 
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read a few books by some of the masters of the English 
language—Sir Winston Churchill, for instance. Just 
reading a good daily newspaper ought to boost your 
vocabulary up above average. Experts say that you 
need a vocabulary of about 50,000 words to read and 
understand fully The New York Times or the New 
York Herald-Tribune. New words are all around you if 
you just look for them. 


BUT WORDS, LIKE PENNIES, are of little good to you 
unless you have enough of them. You can express 
yourself clearly, colorfully, and forcefully only if you 
have a large reserve vocabulary—one that contains ef- 
fective, simple words as well as the five-syllable stun- 
ners. Although you will generally want to use the 
simpler words in your conversation, they should be as 
vivid and expressive as possible. Introducing pictur- 
esque but less common phrases will help you avoid 
monotony or will convey a precise shade of meaning. 

In all cases, try to make it a point to use the most 
fittingly descriptive words and to substitute definite, 
vigorous ones for those that are vague, general, or trite. 
When you write letters—either your own or your boss’s 
—this is especially important. Your written words must 
convey exactly what you have in mind. A letter has no 
facial expressions or tone of voice to clue the reader. 
In business correspondence, particularly, a poor choice 
of words can make a very bad impression. A boss 
treasures the secretary who has the happy faculty of 
being able to select the most suitable words and who 
can skillfully handle some of the correspondence 
herself. 

Once you become interested in words, you'll find 
how much fun they can be. Try your hand at cross- 
word puzzles, for example. Begin with ones that aren't 
too hard for you. If you keep at it a while, you'll soon 
be zipping through the toughest. You'll not only learn 
new words, but you'll become aware of different mean- 
ings for words that are already familiar. 

Of course, in some puzzles, you'll come up against 
a few obscure words that are rarely used. Unless you 
are particularly interested, don’t worry about these 
words. Concentrate on the ones that will liven up your 
own conversation and ones that you need to be able to 
recognize. Don’t clutter up your mind with technical 
terms that apply mainly to specialized fields. The only 
specialized field you want to worry about is your own. 
You pick up much of the vocabulary of your trade by 
just being in it. But, to know your field well, you should 
lock into its trade journals. This is the easiest way to 
learn the language of your business and to increase 
your understanding of various aspects of its operation. 


As A SECRETARY, words are the basic ingredients you 
work with day by day—in the office or in your social 
life. Successful people have rich vocabularies—today’s 
business world demands it. Building up your word 
power may be slow, but it’s a very easy process that 
preduces most desirable results. 

(For a quick test of your word power, see page 43.) 
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Writer's Cramp 
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BY MARION NOYES 


ONDAY THE FIFTEENTH is a Very Special 
Day on your calendar, and it’s followed by four- 
teen V.S. Days. The boss is going away! 

Let’s see—arrive at work about ten, coffee break at 
eleven; a two-hour luncheon date every day; time to 
write to Judy and Sally (and Tom, of course); mid- 
afternoon visits to the neighborhood shops, especially 
the new millinery shop next door; and the desk 
cleared and locked by four, or 4:30 at the latest! 


be a i With careful planning, you 
That may be the way it should be when the 


can make the time you're on your own 
a game that you'll enjoy and 
your boss will applaud. 


= 


boss is away, but it never is. You find yourself 
busier than ever, confused by unexpected prob- 
lems, carrying more responsibility, making deci- 
sions in emergencies, and all too often working 
overtime. It can be hectic—but it needn't be. 


IN ANY OFFICE SITUATION, RULE NO. 1 Is: “Know Your 
Boss.” The week before his departure is a full one. 
If he’s going on a business trip, your typing may 
seem endless—sheets and sheets of material for him 
to take along. But whether his trip is for business 
or vacation, you and the boss will be trying to clear 
his desk of as much work as possible. 

However hurried the days are, the one preparation 
for his absence that you must not forget is a confer- 
ence with him. Don’t wait until the last afternoon. Try 
approaching him early on the morning of the day he’s 
to leave, for a discussion of how he wants you to 
handle the job while he’s gone. 

As a smart secretary, you will have given this con- 
ference careful thought beforehand. When you sit 
down with him, you'll have a list of questions con- 
cerning both general routines and specific matters. 

He gets the first chance to talk. While he tells 
you what he wants you to remember, you'll be busy 
jotting down notes that you think you won't really 
need but may be glad to have later if things begin 
to get complicated. 
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When its your turn, you'll ask for instructions 
on routines he may not already have covered. Find out 
what procedures to follow for anything that you an- 
ticipate may arise. “If Mr. Ding Dong’s order comes 
in, do you want to be notified, or should I acknow!l- 
edge it and send it through the usual process?” you 
may ask. Or, “If the American Company replies to 
your letter of the second (here’s the carbon), how do 
you want me to handle it?” 

If you don't already know, try to find out how far 
your boss wants you to go in taking care of his phone 
calls, his visitors, and his correspondence. Should 
you interview some visitors? Should you schedule 
definite appointments for him? May you answer some 
of the mail, explaining that the reply comes from you 
because he is away? May you speak or write with 
authority, or does he prefer that you always use the 
qualifying phrase, “Subject to confirmation”? 

How much should you use your judgment in com- 
pleting work for him? Does he want you to be like the 
little Dutch boy and keep your finger in the dike; or 
may you carry forward some of the pending business 
and may you accept new business? Of what matters 
does he want to have immediate knowledge? Is your 
final copy of his itinerary accurate? 


RuLE No. 2 1s: Keep a record of everything that hap- 
pens during his absence. In this way, on his return, he 
will have the assurance of being thoroughly informed. 
You can do this without showering his desk with an 
assortment of long and short memos. 

The day after he leaves, prepare several ordinary 
file folders with the following labels: 


Most Important 

Phone Calls 

Visitors 

Correspondence—First Attention 
Correspondence—Second Attention 
Correspondence—At Your Convenience 
Completed Work—For Your Information 
Miscellaneous 


Into the most important folders will go anything 
you wish to direct him to immediately, whether it 






















How you handle correspondence 
while your boss is away may be your chance 
to show your individuality and initiative. 





The way you take care of phone calls and visitors 
during the boss's vacation is a reflection of your 
abilities as a top-notch secretary. 


be the record of an important phone call or visit, 
a letter, or a memo from you. Be sure to type your 
memos—don't scribble them on odd bits of paper. 
Try to be complete but concise. And do be sure to 
date everything! These methods of procedure may 
make this an excellent opportunity for your own effi- 
ciency to shine. 

The way in which you handle yourself and your 
job will be unmistakably evident when your boss is 
away. The way you handle his phone contacts and 
his callers, or the carbons of your letters that reflect 
the style of the company but still show your own indi- 
viduality, may be one way of showing the boss how 
well you play the game on his team. But you'll find 
that there's more to this unsupervised work than just 


Keep Up. There’s also Clean Up. 


HONESTLY, WOULDN'T YOU LIKE TO GET RID OF some 
of that back work that crams your desk drawers or 
stares accusingly at you from the top of the files? 
Youll feel a glow of satisfaction, as well as relief, 
if you can manage to do so while he’s gone. 

And, with the top of the files cleared, you may even 
decide to dig inside of them. Perhaps you’ve planned 
to revise them according to a system that you've 
discussed weeks ago with your boss, or that you know 
he’d approve. Perhaps you want to enlarge them, 
have them moved to a better (Continued on page 42) 


You may even find time to prepare material 
for future work—figures the boss will need a few days 
after his return or notes for next month’s report. 
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The Personnel Touch 





BY KAY BUTNER 


Personnel Director, Popular Science Publishing Company 


Have A Good Time! 


AYDREAMING is one of the 

pleasures of all people. And. 
like most of us, your dreams of 
the moment are probably con- 
cerned with your vacation—a time 
to do just what you want, a time 
to “get away from it all.” For, re- 
gardless of how much you like 
your job, there undoubtedly are 
times when you feel tired and 
overworked. There are times, too, 
when your job, as well as your per- 
sonal life, may seem to reach a 
stalemate. The best remedy for 
such ills is a vacation. 


TODAY, EMPLOYERS RECOGNIZE the 
importance of a holiday away from 
the office—for their employees as 
well as themselves. Vacation pol- 
icies are usually liberal nowadays, 
and you may find that you have 
earned two, three, or even four 
weeks’ vacation after working a 
comparatively short time. But 
whether your holiday will be brief 
or long, it will involve planning, 
extra work, and possibly some over- 
time before you can get away. 

As soon as you decide when you 
would like to take your vacation, 
discuss your plans with your boss. 
Naturally, you won't select the 
busiest time of the year; for a 
conscientious secretary, vacationing 
at such a time, might find herself 
thinking of her job instead of hav- 
ing fun. And, of course, no boss 
would think of you as a very con- 
siderate secretary if you left him 
when he most needed you. 

[t may very well happen that you 


and your employer will be away 
from the office at the same time 
and that there will be no need for 
a temporary replacement. How- 
ever, in most cases, you will have 
to get someone to pinch-hit for 
you. You may be asked to select 
a substitute from your own organ- 
ization—a_ girl from the steno- 
graphic pool, perhaps. Or, you may 
employ a temporary worker who 
has never seen the inside of your 
office before. In any case, choose a 
replacement who will be helpful 
and easy to work with. It will make 
your boss’s life and your vacation 
more enjoyable. 


IT Is EXTREMELY IMPORTANT to have 
your “house in order” while you're 
away. Only then can you continue 
the good impression you have al- 
ready established. The day before 
you're set to leave, you may notice 
that your “To Be Filed” box is 
completely filled. Papers have been 
accumulating while you were con- 
centrating on the volume of pre- 
vacation dictation, It may mean 
shortening a lunch hour or working 
overtime, but do try to get the pile 
cleared away. Then there won't be 
any chance that your boss—or 
your substitute—will have to wade 
through stacks of correspondence 
to find one letter. 

Try to spend a day or two with 
your replacement. Be sure to leave 
her a typewritten list of instruc- 
tions on the manner in which cor- 
respondence is handled and how 
telephone calls are cleared. Don't 
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forget to mention those small, but 
important, items—morning coffee, 
care of the plants and the water 
pitcher. Important appointments 
and meetings should be marked— 
in red, if need be—on your boss's 
calendar. Alert your “sub,” too. 

There is really a great deal of 
preparation necessary before you 
go away; but, once you're off for 
that spot you've been dreaming 
of, you don't want to be receiving 
long-distance telephone calls from 
the office or to suffer remorse about 
some job left undone. 

By all means, go somewhere— 
whether it be resort, hotel, beach, 
or mountains, near or far. Get 
away from the usual pattern of 
your everyday life. And once you're 
at your chosen vacation spot, leave 
all the problems of job, boss, and 
office behind. You will find yourself 
more popular and attractive to your 
companions if you get into the true 
vacation spirit and refrain from 
eternally talking shop. 


THE TYPE OF VACATION you take 
will be determined by your in- 
terests and your pocketbook. A 
visit to a travel bureau, a little 
library research, or correspondence 
with chambers of commerce (all of 
which may be quite exciting) can 
help you find the vacation that will 
be ideal for you. 

When you return to your job 
after fun and rest, you will have 
renewed energy and enthusiasm. 
You—and your boss—will be pleased 
with the results of your vacation. 
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BY E. LILLIAN HUTCHINSON 


words 


Which Is Right? 


In each sentence. which of the forms within the 


1. The new (arrangement, arrangment) ot the files is a 
great improvement 

¥. I’m torever (losing, loosing ms pocket comb 

8. The salesman was greatly (embarrassed, embarassed 


to learn that his best customer had received a dupli- 
cate bill. 

Only an (imature, immature) person would say such a 
thing. 


the 


ot 


(Occasionaly, Occasionally morning mail is late 


The Modern Touch 





(KEY TO TEASERS ON PAGE 45) 
2 
Can be teasers 
parentheses is correctly spelled? 
6. The head office is to be (transfered, transferred) to 
Chicago. 
7. Start at the (begining, beginning) and describe the 
events in the order in which they (occured, occurred). 
8. Such tardiness is most (regretable, regrettable). 
). Making the appointment so early showed poor (judge- 
ment, judgment). 
10. Your adjustment is (definitely, definatly) not satistac- 


tory to me. 


The following words are often encountered in classical literature. What is the present-day substitute for 


each? 


1. amidst 2. befell 3. betwixt 1. days of yore 5. 


Trouble with Dates 
There’s something wrong with the way in which t 
What are the correct forms? 


J 


Labor das 


September. 


invariably falls on the first Monday in 


2. He was graduated in the class of 55. 
3. The prices of all our hardware and paints were in- 
creased on 3/15/56. 


A letter dated Jan. 


wooden desk. 


. 15, 1850 was found in the old 


Don’t Be All In! 


In each of the following sentences all is misused i 


1. This practice is universally used by all. 

2. I did not sleep all night. 

3. He is an all-around technician. 

4. All of those present voted “Yes” to the proposal. 
5. This is all the farther | will walk. 


Choose Your Verb 


dott 6. don 7. doth S 9. twain 10 ve 


quoth 


he 


date in each of the following sentences is used. 


5 


6 


Three months are too long a time to wait 
Your appointment with the dentist is at nine a.m. 


Two of our great Presidents were born in Febuary. 


8. The Great Pyramid in Egypt dates from about 3000 
before Christ. 
). She has selected June 10th as her wedding day. 
10. Both Wed. and Fri. are meatless days during Lent. 


n some way. Substitute the correct form. 


6. It was all ready dark at five o'clock. 
The new blue dress fits alright. 
8. Altogether, ten students failed to pass the test. 
9. This machinery was tested in always. 
10. The story is all together false. 


In the following sentences, supply the proper forms of the verbs shown in parentheses. 


l. Thad just (begin) to tvpe the letter when the telephon 
(ring). 

2. It’s about time those old jokes be (forget). 

3. I regret to report that the campaign has not (prove 
successful. 

1. If we had (go) by ship, the trip would have taken two 


W eeks. 
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6. 


Last night Sue (come) over to my house. 

The guest (bring) his hostess a large box of candy. 
7. This morning I (wake) at six. 

8. Mr. Wells has just (writ) the bank this morning 


stop payment on his check to Milton Edwards. 


to 


2. 
LO. 


I (catch) cold last evening from sitting in a draft. 


The last summer bird has (fly) south. 


® May, 1956 


Twenty-year-old Pat Garrett, a New York 
advertising-agency secretary, set her sights for Europe, 
saved her money, and sailed away 
one bright day in August for a 
vacation she'// never forget. 
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By R. H. Hocking 


IME WAS, WHEN “traveling abroad” was re- 

stricted to the limitless budgets of middle-aged 
tycoons and recently finished debutantes. Times have 
changed. Oceans have shrunk. Fares have been low- 
ered. Now housewives and students and salesmen and 
secretaries join the crowds that climb the gangplanks 
and set sail for foreign shores. 

Take Pat Garrett, for example. Pat is a glowing, 
twenty-year-old secretary with Brooke, Smith, French, 
& Dorrance, Inc., a New York advertising agency. Her 
1955 New Year’s resolution was to make Europe her 
summer vacation spot. To cinch the decision, she used 
part of her Christmas bonus for a deposit on her ship's 
passage to France. 

As Pat explains it, “When the Europe bug hit me 
I immediately began to work on two girl-friends who 
I thought would be good sports and congenial com- 
panions on such a trip. I convinced them that it could 
Se ee be done easily and inexpensively, using as examples 
(On the sun deck of the “Liberté.” the happy reports of another friend who had made the 
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trip the previous summer. As soon as I had my vaca- 
tionmates lined up, I rushed off to see a travel agent. 
with most of my $150 bonus clutched in my hand. | 
was afraid I’d change my mind if I delayed a minute. 

“We wanted to sail on a fine ship, French line, and 
tourist class (because that’s the cheapest). My friend 
had recommended the “Liberté” for good service, good 
food, good sailing. The clerk at the Ambassador Tour- 
ist Agency was very helpful.” 

The first available tourist-class passage was in Au- 
gust, a long eight months away. Pat took it. The 
round-trip fare was $360. Pat paid a deposit of $60. 
the rest due when she picked up her tickets. The die 
was cast; the next eight months were devoted to 
anticipation and preparation. The time sped. 


Frespruary—Pat haunted the resort departments of New 
York’s fashion stores, bought sportswear and _ travel 
clothes as their prices were reduced at the end of the 
winter vacation season. She also initiated her plan to 
save $120 a month toward the rest of her fare and 
travel money. (“I never did quite make that figure, 
though,” she admits, “but I usually came close.” 


Marcu—Pat started the passport process. She picked 
up application blanks at the Passport Agency (630 
Fifth Avenue), filled them out carefully, secured the 
signature of a person over twenty-one who had known 
her for at least two years and could attest to her 
responsible citizenship. She had passport photographs 
taken (six for $2.00). She wrote to the New York 
Board of Health and ordered a photostat of her birth 
certificate sent to the Passport Agency ($1.00 fee). 
She paid $10 when she turned in her filled out ap- 
plication and photograph. Three weeks later her pass- 
port was mailed to her. Total cost: $13. 


Aprit—The Passport Agency gave Pat a yellow slip of 
paper when she applied to them. This was a medical 


den party! 


Switzerland 








Palace Let s see lf I could lire on a dollar a 


could stay here six more months.” (Notre Dame 








form to certify that she had been given necessary 
smallpox-immunization injections, Without it she could 
leave the United States, but she couldn’t get back in. 
This started her on a series of “shots.” Her doctor 
gave her not only the essential smallpox vaccine, but 
also the optional inoculations against typhoid fever. 
typhus, and cholera. The series took about three weeks. 
Cost: $40. Says Pat: “The doctor said it was a good 
idea and that was enough for me. I wasn't sick a 
day in Europe.” 


\fay—This month found Pat bargain-hunting again— 
this time among spring and summer fashions that were 
washable, quick-drying, no-iron, wrinkleproof, flat 
packing, adaptable, comfortable, and pretty. She re- 
calls: “Whenever I was asked out on a big date or to 
a wedding, I made it a point to buy a new dress that 
would also be a good traveler.” By the time she sailed, 
she had acquired, among other things, a cotton knit 
T-shirt dress, hiking shoes with thick crepe soles, a 
foldable half-hat, a casual spring coat, and a hooded 
shirt. She also took along a sport jacket, three dressy 
dresses, three street dresses, two skirts, five blouses, 
dungarees (she wore these rather than her Bermuda 
shorts, which are “somewhat frowned upon in Eu- 
rope”), a bathing suit, a neutral sweater set, gloves, 
socks, stockings, shoes, and quick-drying, no-iron un- 
derthings. (The three travelers made a “fashion pool” of 
all their accessories and costume jewelry.) This ward- 
robe served Pat adequately in her nine weeks abroad. 
She carried it in three pieces of luggage: a 26-inch 
wardrobe case and 26- and 21-inch suitcases. 


June—Pat tried to brush up on her high school French, 
found her memory a little short, and decided to trust 
to English-speaking Europeans who, she had heard, 
were everywhere. What she did study thoroughly was 
a book called Poor Man’s Guide to Europe. “This book 
did all my thinking for me,” Pat claims. “We used it to 
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Paris 


map our itinerary, plan our sightseeing and even pack 
our cases. Then we took it with us as a guidebook.” 
Toward the end of June, Pat arranged with her boss 
and the agency manager to take a ten-week leave of 
absence plus her one-week vacation with pay. 


Juty—Last-minute preparations, Pat checked to make 
sure that all her clothes and equipment were in good 
repair; she had heard that simple repairs are hard to 
have done overseas. She picked up her passage at 
the tourist agency and paid the balance of her fare. 
(Her mother’s gift of $150 helped.) While there, she 
added to her mounting store of information about 
hotels, hostels, trains, and currency. She changed $650 
into ten-dollar traveler’s checks. (Charge: 75 cents per 
$100 in checks.) With these checks and $50 in cash 
her birthday-gift luggage, her passport, and her pas- 


sage, Pat was ready to go! 
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“T feel 

just like 

Katherine Hepburn.” 
St. Mark's 


S Venice.) 


quare 


“T think 

they have 

pizza at 

that place 
down the 
street.” 

(A thoroughfare 
in Rome.) 


AND 2 WERE FULL OF GOOoD-BYs and last-min 


\ucusT ] 
ute details and the afterglow of a gala presailing 
party the previous weekend at Pat’s home in Wurts- 
boro, New York. At noon on Wednesday, August 3 
the girls sailed from New York. 

On August 9, at four in the afternoon, they de 
barked at Le Havre, France. A four-hour train ride 
took them to Paris, where they checked in at a clean 
moderately priced hotel that had been recommended 

The trio spent two weeks in Paris. Then, taking one 
suitcase apiece (most of their luggage they checked 
at the hotel), 


carried their lighter clothing with them, for the climate 


the girls set off for points East. They 


would be warm. They spent two weeks in Italy, three 
days in Switzerland, two days in Germany—then back 
to France. 

Pat recalls: “Everything went surprisingly smoothly 
when you consider that none of us spoke a foreign 
language. Here's how they solved their traveler 
problems: 

Currency—They carried with them an all-inclusive 
money-changing chart provided by American Express 
They changed their traveler's checks at conveniently 
lira 


located American Express cffices, into the franes 


or marks needed. They tried never to carry more 
money than was necessary at a particular time. 
Hotels and Restaurants—The girls had prepared 
lists of good, inexpensive hotels in every city on their 
itinerary. Some were recommended by American tow 
ists they met during their travels; others were sug 
gested in the books and pamphlets they had re 
searched. When convenient, they stayed at hostels 
that were well chaperoned, well kept, and very low 
priced, They also had lined up several “must” res 
taurants and found others that were safe to choose 
because menus were posted in front. One warning 
from Pat, “Don’t try to find American food in Europe. 
She recalls the sad experience of ordering a hamburget 
“It was 


on the French Riviera: (Continued on page 49 





1956 21 











For scenic 


beauty, architectural 


ae 
a= rs 
wonders. small-town charm, — 
and big-city bustle: for aa® . 





BY MARY JOLLON 









> 
knou ledge. interest. and ae = (4 ; 
; ab te F Bee (1 
fun—spend your vacation ve of wee 
bom 
exploring the U.S.A. ; ters if: : 
. tA A. 





ie YOU HAVING TROUBLE deciding what to 
do and where to go on your vacation? Is a Carib- 
bean cruise or a European jaunt out of the question, 
even though your feet are itching to travel and your 
mind is dreaming of new sights and unfamiliar scenes? 
Then how about exploring the United States—by car. 
There are forty-eight “lands” to choose from, each with 
its own special attractions. You can go anywhere— trav- 
eling at your own speed, exploring every town and 
country lane you please. All it requires is a little time, 
a modicum more money, and a car. 

The average secretary can probably meet the first 
two requirements with ease. She has a week or more 
at her disposal, and a savings account or an upcoming 
check earmarked for vacation, All she needs is a car. 
Some girls have their own. of course: others can 
borrow the family car. But, if you’re not so fortunate— 
if a car of your own is way over budget, or the family 
car must remain at home while you long to travel, 
don't give up your plans for an automobile trip. There's 
a solution to your problem—a drive-yourself vacation 
in a rented car. 

The proposal to rent a car may sound like an ex- 
pensive one. This is not the case. For as little as 
$10 a day, you can have a new, well-equipped Ford, 


99 


with an American accent 


Chevrolet, or Plymouth—Cadillacs do run higher—to 
take you wherever you want to go. The $10 charge 
includes use of the car, insurance, and gas and oil 
expense for a certain number of miles. Chances are 
that you wont be traveling alone, so $10, split two, 


Boston: “Old Ironsides,” pride of the Navy in 1812. 
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three, or even four ways adds up to a lot of fun at 
very low cost. 

Renting a car solves another problem, too. Per- 
haps you're a secretary in Boston and you have a 
strong yen to really “do” California. Perhaps you 
work in Minnesota and you would like to explore 
Florida. In either case, you may think longingly of 
your dream spot, but, in the end, decide that the long 
trip there and back would consume most of your vaca- 
tion time. The solution? Board a train, hop a plane, 
and arrive at your destination fresh and ready to go. 
Your rented car will be waiting there for you. 


THe Avis Rent-a-Car SysteM, a world-wide chain, 
offers two additional “traveler’s aids.” One is a plan 
whereby you can pick up your car in one city, drive 
hundreds of miles, see hundreds of sights, and at 
the end of your trip leave the car at a convenient 
Avis office. You can then return home by plane, train, 
or even pogo stick. This saves time and path-retracing, 
both important items for those with limited vacation 
hours. Of course, you may also go and return by car, 
along the same or different routes. 

The second Avis plan is a series of packaged tours. 
These include use of the car (gas, oil, and insur- 
ance) for a certain number of days and a specified 
number of miles. Routes are plotted and places of 
interest are noted for you. Prearranged hotel accom- 
modations can be obtained at an additional charge- 
a good idea during busy vacation periods. 

To whet your appetite for travel (not that it needs 
it, probably) and offer you a few enticing sugges- 
tions, here are four of the Avis tours below. Each 
one has been designed for interest and fun. Please 
note that rates are approximate and may vary slightly 


in some cases. 


NEW ENGLAND—PINE-TREE TOUR 8 days, 800 miles 


Ist Day—Arrive in Boston. Stay overnight. 

2nd Day—Boston to Winchendon. Travel the route of 
Paul Revere through Cambridge to Lexington. See the 
Minuteman Statue, Munroe Tavern, and Hancock- 
Clark House. At Concord, visit the “rude bridge that 
arched the flood” and the homes of Emerson, Thoreau, 
Hawthorne, and the Alcotts. Spend the night in 
Winchendon. 

3rd Day—Winchendon to Plymouth, New Hampshire. 
Drive through the famous Monadnock Region of New 
Hampshire. In Peterborough, visit the famous Goyette 
Museum and see the unique collection of antique 
automobiles. Stay overnight in Plymouth. 

4th Day—Plymouth to Randolph. See Paradise Falls, 
the Great Stone Face and Echo Lake. Ride the Cannon 
Mountain Aerial Tramway. See Franconia Notch and 
Bretton Woods. Stay overnight in Randolph. 


Boston: The steeple of Old North Church towers over 
a madly-riding Paul Revere 





Miami: Denizens of the Parrot Jungle pose with a visitor. 
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Yosemite: 
Nature's 
Wonders on 
permanent 
display 


, 
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5th Day—Randolph to Skowhegan, Maine. Follow 
the Androscoggin River into northern Maine, rich 
in wildlife and scenic splendor. Spend the night in 
Skowhegan. Attend the excellent summer theatre. 
6th Day—Skowhegan to Boothbay. Drive through Ban- 
gor to scenic Bar Harbor. Visit Acadia National Park 
and drive up Mt. Cadillac. See Fort Knox at Bucks- 
port and the Marine Museum at Stockton Springs. 
Stay overnight in Boothbay. 











7th Day—Boothbay to Portsmouth, New Hampshire. 
See the shipyards and ship models at Bath. At Bruns- 
wick visit Bowdoin College and the Harriet Beeches 
Stowe House. At Portland see Longfellow’s House and 
Portland Head Light. Drive along the famous beaches 
at Old Orchard, Ogunquit, and York. Spend the night 
in nearby Newcastle. 

Sth Day—Portsmouth to Boston, via Gloucester and 
Salem. Don’t miss the Fisherman’s Memorial in Glouces- 
ter, the House of the Seven Gables, Witch House, 
and Pioneer Village in Salem. Return to Boston. 
Cost of Tour: Plan 1—Auto Cost only—2 people, $49.00 
each; 3 people, $32.70 each; 4 people, $24.50 each. 
Plan 2—Auto Cost and Hote] Cost per person—2 peo- 
ple, $85.25; 3 people, $73.49; 4 people, $60.75. 


FLORIDA—MIAMI TOUR 3 days, 375 miles 


Ist Day—Miami to Orlando. See South Bay and the 
citrus groves of Sebring. Have lunch at the Bok 
Singing Tower. Overnight in Orlando. 

2nd Day—Orlando to Ocala. Travel through the land 
of lakes. Visit Silver Springs with its scenic wonders, 
reptile farm, and glass-bottomed boats. Spend the 
night in Ocala. 

3rd Day—Ocala to Jacksonville. Visit Deland and 
the sand flats at Daytona Beach. Drive to St. Augus- 
tine, a spot of scenic beauty and _ historic charm. 
From there travel to Jacksonville, where you may 


leave your car. You can then (Continued on page 44) 





Central City: “Hear 
ye, hear ye! Tonight's 
performance is... 


San Francisco: Colorful 
cable cars scurry up the 
side of Nob Hill. 
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Prevention is worth 
several wasted days 
of a vacation— 
OR, learn to ride 
before you go to 


a dude ranch! 
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Vacation fun ahead with this co-ordinated group 
of separates by Jo Collins. Linen shorts ($5.95) are teamed with 
a tailored sports shirt of pima cotton ($5.95) and a checked wou! blazer 
($13). Sizes 7-15. At Famous-Barr, St. Louis. 


Good [Look - 
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EFwum Eashions for 


Koret of California's cotton knit 
heath in black, white. Sizes 
10-18, $8.95. At Haggarty’s Pima cotton blouse with large “pearl” saucer buttons, by Ship ’n Shore 
Los Angeles. Sizes 28-38 in a wide range of colors: $3.50. At Filene’s, Boston; Schuster’s, Milwaukee 

















Checks and stripes combine in 

this smart, cottonlike elasticized 
swimsuit by Sea Nymph. 

In soft shades of primrose, fern, 
orchid, and coral. Sizes 

382-38, $12.95. At Hahne’s, Newark. 
‘ Far nicut: Sleeveless cotton 
Swirl in peppermint-stick print. 

In blue, gray, pink; sizes 10-20 
About $6. At B. Altman’s, New York. 
















































































Rosecrest’s co-ordinates of lustrous 
















doesheen and striped cotton 

twill. They travel lightheartedly 
too, with remarkably few packing 
or pressing cares. 

Far Lert: Sleeveless broadcloth 
blouse ($3.95) and striped, ankle- 
length slacks ($7.95). 

Center: Ivy League blazer 
jacket ($10.95); cotton “boy” shirt 
with roll-up sleeves ($4.95); 

slim skirt with back pleat ($5.95). 
NEAR LEFT: Striped, slecveless 
blouse ($3.95) and back-buckled 
Bermuda shorts ($4.95). All 
pieces in co-ordinating colors of 
khaki, black, navy, olive, and 
brown. Sizes 10-18. Available at 
The Fair, Chicago; Franklin 
Simon, New York. 
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YVERY WOMAN wants to be pretty—and, on oc- 

“y casion, even beautiful. Whether it’s for the first 
school dance, when she plaits a blue satin ribbon 
through her hair, or that most important job inter- 
view, she has a constant desire to look her best any 
place, any where, any time. And probably never more 
so than in the summer, when hopes are high and even 


the season seems to be on her side. 


FORTUNATELY, today’s warm-weather beauty has the 
clothes and grooming tools to be perfectly turned 
out for every occasion, for every activity. She can play 
tennis at ten o'clock, be swimming at one, go on to 
dinner and dancing—and be equally lovely each time. 
She knows a pink bathing suit and matching lipstick 
and nail polish will dramatize her golden color, she’s 
aware that blue mascara and shadow make her eyes 
seem larger and deeper, and that her longer hair 
(longer than in previous summers, anyway ) is a luxury 
that requires more attention—more washing, brush- 
ing, and setting than does a head of closely cropped 
curls. 

But what could be one of her most important beauty 
assets—her complexion—frequently remains something 
of a mystery to her. True, she may be a soap-and- 
water devotee (even though this isn’t necessarily 
the best way to take care of skin) and follow this 
procedure unfailingly with a brisk splashing of clear 
cold water. A nightly creaming (remembering to 
smooth on the cream with an upward motion) is a 
ritual never neglected. But, somehow, her skin never 
seems to be quite so nice as she'd like to see it. She's 
choosy about what she eats—leafy vegetables and 
fruits, milk and meat—being careful to avoid too 
many fried foods and bypassing chocolate in any 
form; but her complexion stays about the same. For 
some reason, though, she thinks it always seems to 
look just a little better in summer, especially when 
deeply tanned. 


Nor so, states skin specialist Georgette Klinger, at 
whose New York salon sick skins are made well, 
troubled skins are helped, and pretty skins are made 
beautiful. Despite popular belief, a sunburn doesn't 
help the skin on your face and can hurt it permanently. 
Though a burn may dry up tiny spots and bring other 
blemishes to a head, the sun’s rays touch only the 
surface skin. They cannot go into the pores and get 
at the root of the trouble. A sunburn merely acts 
as a temporary “cover-up” for enlarged pores and 
hidden blackheads. After the tan has faded, you'll 
find many blemishes you hadn’t seen before and will 
also be faced with the problem of having to soften 
and smooth that sunburned layer of top skin. More- 
over, a severe sunburn may leave you with freckles 
and dark spots that will not fade with the coming of 
the winter months. 

If you do insist on sunning, advises Miss Klinger, 
take your “face” sun from under a parasol. You might 
even try a wide-brimmed straw hat for trips to 


the shore. Or, take only what sun you can get naturally 
while swimming, golfing, or walking; and then remem- 
ber both “before” and “after” care with an application 
of oil or lotion on the face. But never, never lie in 
the sun with the face exposed to its direct rays. And 
if you should get a bad burn, apply an oil as soon 
as possible. The oil will be more effective if it’s ap- 
plied warm. 

The skin on your shoulders and the rest of your 
body is different, however, she continues. And, if you 
don’t have to be concerned over freckles or other 
discolorations, a sunny tan is both healthy and _at- 
tractive, especially with pale summer cottons, 

Even more revolutionary—this same “only shaded 
sunning for the face” rule applies whether you have 
dry, oily, or normal skin. 


A MISNOMER IN MANY INSTANCES is the term “dry” 
skin, says Georgette Klinger. Frequently, she explains, 
women feel they have dry skin when actually only 
the surface skin has become dry, due to the use 
of soaps. In such cases, their skin reveals the symptoms 
of oily, disturbed skin: blackheads, open pores, or oc- 
casional pimples. For skins of this type, a cleansing 
lotion that firms and tones skin muscles as it cleanses 
deep into the pores is recommended for cleaning 
the skin. 

When skin is definitely dry, it needs constant ad- 
ditional nourishment in the form of oils and creams 
to stave off tiny wrinkles and lines and to lubricate 
the skin itself, though no amount of creaming can 
quite repair the damage to dry skin caused by sun- 
burn. Regular oil masks are also advised. One of the 
most penetrating and effective of these is a cod-liver 
oil mask. A thin film of the oil is applied to the face, 
which is then covered with tissue. For maximum 
benefits, a heating pad is placed over the face for 
several minutes. 


A NOSE AND FOREHEAD that seem to be constantly 
shiny and have more than an occasional blackhead or 
blemish, make the advantages of having an oily skin 
appear to be dubious ones. And, though many women 
with oily skin look forward to summer as a time to 
dry up spots and excess oiliness, they are actually only 
using the sunburn to hide deep-seated blemishes. One 
great advantage of an oily skin, however, is its abun- 
dance of natural oil that will keep it fresh-looking and 
free from wrinkles longer than a drier skin. 

On the other hand, the pores can easily become 
clogged in an oily skin, the excess oil cannot be elimi- 
nated, and blackheads and other blemishes are the 
result. When this skin is washed with soap and water, 
the soap does not go into the pores but takes off 
only the surface dirt. Consequently, dirt and oil are 
enclosed in the pores, blackheads are formed and be- 
come imbedded, and the pores are enlarged still more. 
A woman with an oily skin must keep the pores of her 
skin clean at all times so that excess oil can be elim- 


inated naturally and the pores (Continued on page 56) 
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WALLET SIZE 
PORTRAIT. 00 


PRINTS PAID 
(60 for $2°) 


Perfect portrait 
snapshots for job 
and college appli- 
eations—a lasting 
memento of a 
happy occasion for 
friends and loved 
ones. Send us your 
picture (or neg.) 
with $1.00 for 
each pose — get 
back original 
with 25 beautiful 
ROY Prints on 
fine portrait pa- 
per. Nothing extra 
to pay. 
SATISFACTION 
AGYUAL ose GUARANTEED 
ROY PHOTO SERVICE, Dept. 84 
GPO Box 644, New York 1, N. Y. 















MAKE 
A Music i, 


with this compact little rack that holds record player or 
radio, plus hundreds of 45 rpm 7” records in the smallest of 
spaces. A rack that ‘‘grows-up’’ with your collection, simply by 
stacking one upon another, using rubber sockets. Holds records. 
tapes and books; stack several as a room-divider! Sturdy steel 
rod construction. Comes fully assembled, just 14” high x22”’x9” 
with rubber tips. $6.95 in black wrought-iron, ppd 
Please remit with order. MONE Y-BACK-GUARAN- $ 
i Positively not sold in stores. Ask about — 

ng-Play Record Rack for your larger 12” 4 

evesuit CREATIONS « Box 9516 « Dept. 24 : “Phila. 40. Pa. 




















NOW AVAILABLE 
IN REPRINT FORM! 


MOST-USED SHORTHAND 
TERMS FOR 
10 DIFFERENT FIELDS 


Because of the demand for industry terms 
in Gregg Shorthand Simplified published 
in Today’ s Secretary, we have secured a 
limited supply of reprints. Each list of 
terms has been printed on an 8! x 11 
sheet of quality stock. Prices are as fol- 
lows: 

25 cents each 

10 to 50 copies—20 cents each 
Over 50 copies—15 cents each 
Complete set of 10—$1.75 


Single copies—: 


Cash or check for full amount must ac- 
company order. 
Reprint Department 


Today's Secretary 

330 West 42 Street, New York 36, New York 
Please send me copies of each of the 
reprints | have checked below, for which | 


enclose payment of $ 


Chemical Electronic 
Electrical Construction 
Legal Aviation 
Oil «ss Contract 
Medical Insurance 


Complete set of 10 








Today’s Secretary 


Goes Shopping 





For Father—on his big day—a robe 
that he'll be proud to wear at home, 
or carry on his travels. Fine quality 
cotton, woven in authentic plaids, has 
been fashioned into a handsomely 
styled robe with shaw] collar and three 
large pockets. 


There's a convenient 





carrying case that can be used for the 
robe or for toilet articles, whichever 
Father prefers. All this male fashion 
is just $8.95 at fine stores everywhere. 
If not available in your locality, write 
Rabhor Robes, Dept. TS, 350 Fifth 
Avenue, New York, New York. 


Be Money-Wise when you travel to 
the far corners of the earth. Harold 
Reuter & Co., foreign exchange deal- 
ers, have prepared four pocket-size 
calculators, one for each of the impor- 
tant tour areas—Europe, the Far East, 
South America, Central America and 
the Caribbean. Each calculator lists 
the countries of the area and the unit 
and composition of currency for each. 
One glance, and the traveler can tell 








Here's What You DON’T Learn in School! 


Yes, here it is, girls: 1956's ‘‘101 Othce Short 
Cuts’’—the most rollicking, comprehensive read- 
ing ever compiled for the modern secretary. 
Cleverly illustrated by secretary-author Magi Max- 
well, the book is studded with wondrous ideas 
gleaned from a long career in New York adver- 
tising, general office, and newspaper fields. $1 
Real New Books, Dept. TS, 29 Perry St., N.Y. 14, N.Y. 




















KILL THE HAIR ROOT 











NOME.............ccrcssesesssssessnsssesssscsesesesssesesssssssnseessseees instruction book carefully and learned to use 
the new Mahler Epilator safely and efficiently, 

iis cctetctacnteiniiadanseicenidelcthndauinaietadveesiiaa 7] then you can remove unwanted hair FOREVER. 

MONEY-BACK GUARANTEE (Our 76th Yeor). 
Ia cccecccaddcetandeeek iciniadintoacusentehbeustaiiianiae 
OID isa seisinsccensidanciabiahonciniaihe hiauiaiaacaniaeane 
renvesnnensigeineenrtinasenesientaay MAHLER'S. INC, _—_ Dept. 85-F PROVIDENCE 15, R. I. 
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just how much his francs, pesos, 
pounds, or rupees are worth in U.S. 
currency. Calculators are attractive, 
convenient, indispensable. Twenty-five 
cents each, or $1 for the set of four 
(all postpaid) from Harold Reuter & 
Company, Inc., Dept. TS, 550 Fifth 
Avenue, New York 36, New York. 


The Totem—a smart new moccasin 
for vacation wear. It’s fashioned from 
top-grain leather, has foam-crepe soles 
and hand lacing. Rigid arch supports 
your toot. One-piece construction in- 
sures comfort. Truly an ideal shoe for 


informal activities. Available in a wide 





range of women’s sizes—3% to 15, 
widths AAAAAA to EEE. Colors: 
Brown, red, cream, white. Just $5.45, 
postpaid, from Moccasin-Craft, Dept. 
*S, 113 Mulberry Street, Lynn, Mas- 


sachusetts. 


Handbag Carryall keeps the inside 
of your bag neat and uncluttered. Nine 
expanding pockets hold all those fe- 
male necessities—keys, compact, lip- 
stick, wallet, or what have you. The 
Carryall can be easily transferred from 
one bag to another. No more worries 
about forgetting anything. Carryall 





meticulously made, 
corners for greater wearability. Ap- 
proximately 3% by 7 inches. Available 
in taffeta and grosgrain, or red plastic 


it has eight metal 











Order one for yourself, 


Only $1 


and grosgrain, 
several others for gift-giving. 
each, postpaid, from Mastercraft Prod- 


ucts, Dept. TS, Summer 
Boston LO, Massac husetts. 


212 


Street, 


Key to Europe, 1956 edition, should 
he the perfect guide for the lucky girl 
who's Europe -bound this vear—ol for 
the hopeful one who’s planning a trip 
day.” It contains over two hun- 


dred pages cram d with information 


some 


on passports, customs, currency, bag- 
dining, entertain- 
and a host of other 


There's a special section 


gage, transportation, 
ing, hotels, tipping 
travel facts 





on cameras and films, a chart of trans- 
atlantic ste 
eight 


German, 


and 
vocabulary—French, 


‘amer accommodations, 
pages ot 
Italian 

Everything is up-to-the-minute, 
making Key to Europe 


the seasoned traveler 


invaluable for 
as well as for the 


novice, And its flexible cover and com- 
pact size make it easy to carry any- 
where. Copies, $2 cach, postpaid, may 


be purchased from the publishers, 
Jaffe Publications, Dept. TS, 634 N. 
San Vicente Boulevard, Angeles 


16, California. 


Los 


4 Boon to Golfers 


male or female— 


the new California Carrier. It’s fou 
ounces of steel and cowhide, cleverly 
designed to hold as many as eight 


clubs securely and in perfect balance. 


\ flip of the bar, 


and your club is ready 





lor use. There’s a pouch for balls and 
The _ ideal the 
caddy shortage—a_ sure-to-be-appreci- 
ited gift (for Father’s Day, perhaps). 
lhe California Carrier has been used 


by thousands of golfers. The 


tees, too. answer to 


price—a 
low $4.75, postpaid, from Del-Mel 
Company, Dept. TS, 237 Huguenot 
Street, New Rox helle, New York. 





AKA 
i} & 


NEW MAKE-A-NAIL...$1 


Also new 
much, together 
New miracle 
GLAMOROUS 
brush it on 





size kit—ove1 
with special 


economy twice as 
sealer’ only $2 
preparation builds LONG, 
nails easily, quickly as you 
Replaces broken nail with perma- 


nent one of your desire in minutes, Length- 
ens, strengthens, protects. Stays on tight 
grows with the nail! Can be filed, cut, pol 
ished. Sure cure for ‘NAIL BITERS.’ Com 
plete kit $1. New economy kit only $2 ppd 
Carol Beatty, Dept. L5X, 7410 Santa Monica 
Bivd., Los Angeles 46, Caiif. FREE CATA 


LOGUE included 














SKINNY LEGS! 


Try this new amazing scien- 
tific home method to ADD 
SHAPELY CURVES at ankles, 
calves, thighs, knees, hips! 


Skinny legs rob the rest of your fig- 
ure of attractiveness! Now at last 
you too can try to help yourself 
improve unde rdeveloped legs, due 
to normal auses, and fill out an 
art of your legs you wish, or your 
lees, 9 Ant as many women nave 
t Vv new cientifi 
method, Well et. authority on 
legs with years of experience offers 
you this tested and proven scien 
tific course——only 15 minutes a day 
—§in the privacy of your home! Con 
tains step-by-step tillustrations of 
the easy SCIENTIFIC LEG technique 
with simple instructions: gaining 
shapely tronger legs improving 
skin color and circulation of legs 
Send No Money! FREE 10-Day Trial! 
For the ‘‘Shapely Legs Home Meth 
od’’, just deposit $1.98 plus post 
age with postman on — ry (in 
plain wrapper). Or send « 
with order and we pay 
Satisfaction guaranteed 
course for money bac 


MODERN METHODS 


Dept. SL-TYSW 
296 Broadway New York City 7 


postare 
or return 





~ Ea, 











Amazing. New ‘‘Quarter-Time”’ 


HAIR DRYING CAPS 


Model A For Use Af a 
Your Beauty Shop 

















Beat the heat with this new 
time-saving onuifort idea 
Take it with yo to your 
bea \ o} nad Ir vit 
Varin ol air t 
inne ithou xposing f 
o hoe ir i 
iryer with re I ONLY 
urrent and reduce 
to suit your comfort $q- -00 Model B 
each 
Postpaia | For Use At Home 
Dry comfortably in 
— your own home in less 
ime by confining the 
air into one of these Wash 
able hair-drying 
will ome aryer or \ mm 


sweeper placed at a 
tik » elimi idi 
Patent Pending. 
Mail Cash or Money Order 





| 


| 


A BOOK EVERY WOMAN WILL LOVE! 





Written expressly for wom- 





Dengel— 
America’s foremost author- 
ity on beauty and person- 
ality development. 

“All About You” 
cise, compact & 
guide fo 
gives an 
Home 


improver 


is a con- 
complete 
It 
easy-to-follow 
Course on personal 
at. With Mes. 
advice you can 
make yourself more beau- 
tiful, slender & healthy— 
the woman you want to be. 
She even reveals the 
of finding, attracting and 
uctting the man you want 
and how to hold him! 


$9.95 


postpaid 





every woman. 








Dengel’s« 


secret 


included in Book Are: 


*Complete instructions for 
improving hair 


*Tips on Make-up 
How to Dress 


Proper posture 
Poise 


MRS. FIELDS SHOPPING SERVICE 


Dept. TS5, 237 Huguenot St., New Rochelle, N.Y. 

















Will hold 4 Blouses, Sweaters, etc., in heavy, clear 
18 x 12 plastic booklet with ve zipper for clean 
air-tight torage A Real V hu with money back 
Order by No G 260 
$1.00 esag peng 3 for $2.85 
for New Gift Catalog 
Downs & . Dept. 8475-A, Evanston, Ill. 











SECRETARIES 





BORROW $50 TO $300 4i8r tous 


You can borrow the fast, 
and easy way. 
on signature only, 
endorsers, no 
Merchants or Employer will not know 


convenient 
Loans to Secretaries 
no co-signers, no 
mortgages. Friends, 


you apply for loan. Repay in conve- 


nient monthly payments. Full details 
in plain envelope. Mail this ad today. 


CHAS. D. JOHNSTON, Mgr. Brenden ae 

















Specify model desired @ Name. 
We pay post.—No C.O.D. $ Address__ a Ee 
ETHEL BROWN ORIGINALS % City___________State______ 
4901 W. S7th STREET, DEPT. TS-1, MISSION, KANSAS - = ” 
Wear this WEATHER FLOWER CORSAGE 


What Is Your’“1,Q@,“"? 


AT LAST—you may take an approved, reliable 
adult intelligence test in home privacy and con 
venience! Clear instructions, confidential report 
on completed test. Why guess? Others know. 
Information free. University Test Bureau, Desk 
D11, Box 401, Palo Alto, California. 











TODAY'S SECRETARY @ May, 1956 





en And be your own weather fore- 
, {- » caster. Attractive white 3 inch 
, chenille Star Flower Corsage 


with color changing center that 


indicates rain or fair weather, 


aa J $1 pp. 

3 . Satisfaction guaranteed 

u MIDWEST SPECIALTIES 
5125S Warwick Av. Chicago, I. 
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Hiteh Your Wagon to a Star 
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How fast can you read shorthand? You can probably 
This material is 
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BY MARGARET OTTLEY 
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(Continued on page 48) 
rticle, which is based on Chapters One through Eight of the Manual. 
each, so that you can estimate your reading speed. 
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The Roa 


to Success 


BY FLORENCE ELAINE ULRICH, 


E WROTE OUT the OGA 

Contest copy, re-examined it 
critically, and then practiced it over 
and over again. Even the pro- 
fessional stenographers willingly 
and cheerfully self-examined their 
notes. The Contest gives pro- 
fessional stenographers and _ short- 
hand students alike a chance to 
study and improve on their short- 
hand notes.” 

“The International OGA Contest 
is a golden opportunity to better 
one’s shorthand style. Our students 
and teachers have practiced on 
notes that they hope will compare 
favorably with those submitted by 
Greggites from all over the world. 
We appreciate the incentive and 
the encouragement that you offer 
us through this Contest.” 

It is indeed heart-warming to 
receive letters like this from con- 
testants. And the quality of the 











Students of KCCI Gregg Steno School in Kobe City, Japan 


notes submitted is a wonderful 
demonstration of what serious, sus- 
tained practice can do to improve 
shorthand style. 

Thousands upon thousands of 
Contest entries are banked on our 
desks awaiting review. There are 
specimens from shorthand writers 
all over the world. We hope some 
of these notes can be shown later. 


MANY ENTRIES were submitted in 
good-looking covers. A particularly 
attractive one was received from 
Velma Love, of Shinnston High 
School, Shinnston, West Virginia. 
It was done in white crochet, with 
perky blue crocheted posies that 
spell out “43 OGA.” Beneath was 
a white satin book that held sixty 
specimens of Gregg shorthand. 
Still another submission is of 
wood, with the OGA Emblem and 
the map of Texas burnt into it. This 


Director, Gregg Awards Department 


one was sent from Monahans High 
School at Monahans, Texas. In it, 
Mrs. Cecil L. Davis, the class 
teacher, submitted the work of 
twenty-four of her students. 

Not to be outdone, Idaho, repre- 
sented by St. Teresa’s Academy, in 
Boise, supplied a beautiful hand- 
tooled leather book cover for the 
specimens from a class of twenty- 
four students—good work it is, too! 

Mrs. Marjorie M. Downie, of 
Waterville, Maine, submitted the 
work of her students in a handsome 
wood cover, edged with a glassine 
encased strip containing needles 
and cones of native pines. 

Driscoll Institute, of Quebec, 
Canada, sent in a lovely entry. It's 
a book of gold corduroy, on the 
cover of which is the Institute 
emblem—the Lamp of Learning 
and the motto, “Service Through 


Efficiency. (Continued on page 36) 


J. A. Azegami, teacher at the KCCI Gregg Steno School 
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The enthusiasm of contestants is 
world-wide. In evidence, we offer 
the happy faces of the students of 
the KCCI Gregg Steno School 
in Kobe City, Japan, who have al- 
ready won several honors in the 
OGA. Notice the blackboard notes 
of the teacher. They can be read 
easily by any other Gregg writer. 


MorivaTion, it is said, is the Alad- 
din Lamp of Learning. Review the 
awards about which we have told 
you in previous issues, set your 
sights on the ones you mean to win, 
and aim straight for them. 


OGA 
SUNIOR 


This material is “loaded” with 

easy joinings and with fluent blends 
Practice this test as many times 

as you like, trying to get a 

light, smooth, fluent copy that shows 
your best shorthand penmanship 


You may copy line for line o1 

in narrower columns; you may use 
either blank or ruled paper. Shorthand 
notebook paper is fine. 

Your writing may earn you a 

Junior OG A certificate or pin. 


OGA 
SENIOR 


This material includes just about 
every possible shorthand joining—it 
is a real test of your ability to 

write anybody-can-read-it 

Gregg shorthand notes. 


Emphasize good proportions, a uniform 
slant, and very smooth joinings. 

If you can qualify by penning a 

good copy of this material. 

you will get the 

Senior OG A certificate or pin, 
thereby becoming 

a full-fledged member of 

the Order of Gregg Artists. 


Students should fini-h any tests 
needed to qualify for the Certificate 
of Vocational Competency before 
school closes. Secretaries and office 
employees may also try for this 
award. If you are interested, write 
us for information on how you can 
arrange to take the tests. 


NEXT MONTH we shall announce the 
Contest winners. Be on hand, won't 
you, to write a note of congratula- 
tions to them in your own best 
shorthand? 

Uncle Joe Brown, it is reported, 
had to shoot his toe off in order 


to get his name in the newspaper. 
But it appears that Gregg Contest 
award winners don't have to use 
such drastic measures. One group 
in Colorado, for example, merely 
let the editor of the local paper 
know how many winners of profes- 
sional awards their school was turn- 
ing out. What a write-up they re- 
ceived! Such recognition is good for 
the morale of the students, teachers, 
the school, and the community. 


TURN TO THE TESTS NOW, and pre- 
pare your copy for the awards you 
want to receive. Good luck! 
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To: Mr. Ralph Walsh, Printing Department; From 
W. R. Selby, Personnel; Subject: Our Annual 
Spring Concert 

We are about ready to have the program printed 
for our annual spring concert. To date we have sold 
300 tickets for the concert and expect to sell at least 
150 more—using last year’s sales as a basis. So, let’s 
go ahead and order 500 programs. That should be 
enough. 

You will notice from the enclosed rough draft 
that my secretary has decorated the program with 
some typed musical notes. Perhaps the printer has 
some similar linecuts that he could drop in. If not, 
the cost of having some made would no doubt be 
very small. I think they make the program look at- 
tractive. Have you any other suggestions to make 
before Miss Hughes types the final copy for the 
printer? 

I suppose we should use the same size type and 
format that we used on last year’s program. I be- 
lieve I gave you my last copy of that program just 
the other day, so could you see that it is sent along 
to the printer as a guide? WRS 


P. S. I didn’t know that you played the violin! Good 
luck to you on the night of the concert. WRS 











Fink, Inc., Annual Spring Concert 


= 


of May 10, 1956 a 


= 


8:00 p.m. 7 2 
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PROGRAM 


ik 


Nutcracker Suite--Tchaikovsky. e+e. eecceceees «Orchestra 
A 
Moonlight Sonata--Beethoven.....e.++-eMiriam Brian, piano 


Selection from la Traviata eee eMary Connelly, soprano 
Trumpet Solosecccrccccccvccesese sessscece Arthur Schmidt 


sel amd Gretel Suite--Humperdinck.«.++++++0rchestra 


Concerto in D Minor--Sibelius...%. . «Ralph Walsh, violin 
Selection from Pagliacci.es.e. ecccce Raymond Borst, tenor 
Chorahle=-FrancKks..scccseveee eceeeeJ0seph Devinsky, organ 
Concerto in A Major--MOZArt.-ceceees Ryan Levy, clarinet 


Tales from the Vienna Woods--Hoffman..Ann Fields, piano 


Kinbe 


Marc h=--SouSAecccccccseseseese 605000060 00000604 Orchestra 


; ey fet peter 
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OAT 
JUNIOR 


lo win an award, copies of 

this memo must be (1) neat (type clean 
and clear) and well placed, (2) with- 
out strikeovers or typo- 

eraphical errors, (3) uniformly 
indented throughout, (4) double spaced 
between paragraphs even in single- 
spaced material, and (5) correctly 
spelled and punctuated. 


Either plain or memo paper may be 
used in typing this test. 


(Copy may be retyped as often 
as you wish. Then send us the 


best specimen you produce. 





rO GET YOUR AWARD 


Mail your work to the Gregg Awards 
Department (16th Fleer, 330 West 
12 Street, New York 36, New York), 
accompanied by the correct fee: 15 
cents for each certificate; 50 cents 
for each OGA, OAT, or 50-word 
CT pin; 75 cents for cach higher- 
speed CT award. * Be sure your name 
and address appear on your paper. 

Any group of papers submitted 
should be accompanied by a typed 
list of names, designating the award 
desired by cach candidate. * May 
copy is good as membership tests for 
OAT, CT (page 38), and OGA awards 
until June 20, 1956. 











OAT 
SENIOR 


Senior candidates must 

submit the Junior Test memo as well 
is the cor rected program along- 
side. See how attractively you can 
set up this program, using a bit 

of decoration if you feel artistically 
inclined. (This is entirely 

optional.) Watch placement of copy. 


Use plain paper for the program; memo 
paper for the plain-copy test. 
\im for a professional-looking job! 


You may practice the copy as 
much as you wish, until you are 
satishied that you have produced 


your very best work. 
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To compute speed, note the number indicated at the end of the last line you copied completely and add 1 for each additional 5 strokes typed. To get gross 


speed, divide total by number of minutes; 


or, to get net speed, subtract 10 for 


each error before dividing by number of minutes. 





I would enjoy taking you with me 
this summer to one of the most restful 
spots I have ever known. On a wind- 
ing country road some twenty miles 
off the main highway in northern Colo- 
rado, near the Wyoming border, lies a 
group of lovely small lakes and camp- 
sites that are food for the soul. I hap- 
pened on this little paradise quite by 
accident one week end. One of the 
lakes in particular is my delight. 
There is something about this peaceful 
little spot that intrigues me and helps 
put me in tune with Nature, ready to 
keep pace with my busy world once 
more. 

All of us at one time or another like 
to cut the binding ties of our everyday 
lives, to leave the cares of business be- 
hind and relax in the wide-open spaces. 
How fortunate we are to have such fa- 
cilities available for the taking! 

Can you picture such a scene as this 
or imagine that you have set up camp 
on the shores of a pretty lake in a 
wooded mountain region? Have you 
ever experienced sleeping on the 
ground or on a bed of pine boughs? It 
might not be so comfortable as your 
bed at home, that is true; but I'll 
guarantee that you will wake up feel- 
ing more invigorated than you ever do 
in town. Have you ever heard the gen- 
tle lapping of the waves on the rocks 
nearby, the occasional splash of a fish 
jumping, the whispering of the pines 
overhead, the intermittent hoots of an 
owl, and the bedtime story of the chat- 
tering chipmunks? 

You will lie awake at night on a bed 
of pine, watching the ever-changing 
skies—the shifting clouds with their 


Words 


104 
111 


120 
128 


202 
209 
216 
223 
231 
238 
246 
254 
261 
269 
277 
280 
288 
295 
303 


billowing thunderheads, the twinkling 
stars that seem so close that you can 
almost reach out and grasp them in the 
palm of your hand, the falling star on 
which you rapidly make a wish, and the 
brilliant moon that sends shimmering 
pathways of light across the unruffled 
waters. 

What bliss to lie there warm and 
snug in your sleeping bag, drowsily 
aware of the approaching day, and then 
open your eyes to the sight of the fad- 
ing stars and the coming daybreak! 
Have you ever thrilled to the glory of 
the sunrise and the dewy crispness of a 
new day in the mountains? Have you 
heard the morning chorus of our feath- 
ered friends as they greet the first rays 
of light at a very early hour or looked 
into the washed and innocent faces of 
the columbine, the wild rose, and the 
shy violet as they bid you good morn- 
ing in their mountain paradise? 

If you have an early-rising com- 
panion, you will sniff the tantalizing 
smell of hot coffee and frying bacon 
already cooking over a wood fire while 
you are still trying to summon up the 
courage for an icy plunge into the lake. 
But you must not miss the tingling 
glow with which this early dip will 
send you back to your morning meal 
full of zest for whatever the day has in 
store. 

If you have never gone home from a 
mountain camping trip relaxed and re- 
freshed in body and mind and spirit, 
with a new outlook on the present and 
an enriched hope for the future, you 
should acquaint yourself with the op- 
portunities at hand in your own par- 
ticular region. 


(If necessary, repeat from the beginning to complete a ten-minute test.) 
Written especially for Gregg Awards candidates by Lura Lynn Straub 
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TRANSCRIBING SPEED PRACTICE 





material belou s the same as the or. Test across the page, and it is provide d so that vou can test and compare your speeds ot typing Jrom print and 
from shorthand. Compute your rate on this word-counted material in the same way you do when typing the C.T 
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of buying any dictionary 
Said to be 
‘just as good” as a 
MERRIAM-WEBSTER 


You buy a dictionary for one sound 
reason. You want to be right and to 
know that you're right. 


The one desk-size dictionary that 
fully and absolutely justifies such con- 
fidence is Webster’s New Collegiate, 
published by G. & C. Merriam Company. 
Nothing less than a genuine Merriam- 
Webster can be “just as good.” 





THE BEST costs you no more: 
$5 plain. $6 thumb-indexed. 


Only Webster’s New Collegiate, by 
Merriam, is based on the unabridged 
Webster’s New International Diction- 
ary, Second Edition relied on as “the 
Supreme Authority” throughout the 
English-speaking world. 





Only Webster’s New Collegiate, by 
Merriam, is produced by a company 
which has specialized entirely in dic- 
tionary publishing — for over 100 years. 


Only Webster's New Collegiate, by 
Merriam, is kept up to date by a large, 
permanent staff of experts who are spe- 
cialists in dictionary making. 


And Webster’s New Collegiate, by 
Merriam, is required or recommended 
by nearly all colleges and universities 
throughout the country. 


When you visit your department, 
book, or stationery store, insist on buy- 
ing the best, Webster’s New Collegiate 
Dictionary—a genuine Merriam- 
Webster. Ask for it by name. 


G. & C. MERRIAM CO., Springfield 2, Mass. 
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from Maine 


CALIFORNIA. Rancho Santa Fe, near 
Del Mar. Set in a sunny coastal valley be- 
tween the ocean and the mountains. Bow]l- 
ing and putting greens, badminton, and 
roque courts, archery range, golf course, 


| swimming pool. Rates: $9-$17 daily. How 


to reach: By air, United, American, or 
Western Airlines to San Diego Airport. 
By rail, Santa Fe Railway to Del Mar. 


FLORIDA. Key Biscayne Hotel and Villas. 
An inland paradise with the restful, tran- 
quil surroundings of a South Pacific Isle, 
yet just 18 minutes from the excitement 
of nearby Miami. Everything for fun and 
play in the sun—swimming, golfing, ten- 
nis. Rates: $10-14 daily. How to reach: 


| By air, Eastern and National Airlines. By 


| swimming 


rail, Seaboard and Atlantic Coast Line 


Railways. 


IDAHO. Sun Valley Lodge and Chal- 
lenger Inn. Ice skating, swimming, golf, 
tennis, horseback riding, and _ fishing. 
Rates: $12-$15 daily. How to reach: By 
air, United Airlines to Twin Falls, Idaho; 
taxi services or buses available. By rail, 
Union Pacific Railroad to Shoshone, Ida- 
ho; short bus ride to Sun Valley. 


MAINE. Gay center of social life at ex- 
clusive Prout’s Neck Summer Colony is 
Black Point Inn, a 500-acre seashore 
estate. Swimming, tennis, golf, dancing, 
and concerts. Rates: $17-$22 daily, Amer- 
ican plan. How to reach: By air, North- 
east Airlines to Portland with nonstop 
service provided from New York. By rail, 
Boston and Maine Railroad to Portland. 
Hotel cars will meet guests on advance 
notification. 


MASSACHUSETTS. Sand, sea, and air at 
the Harbor House on charming Nantucket 
Island. Surf bathing, picnicking on the 
dunes, golfing, sailing, fishing, bicycling, 
tennis, and riding across the moors. Rates: 
$7-$16 daily. How to reach: By air, North 
East Airlines to Nantucket Airport. By 
rail, New York, New Haven, and Hartford 
Railroad from New York to Woods Hole, 
thence by steamer to Nantucket. 


MICHIGAN. A vividly colorful isle with 
an international flavor—Mackinac Island. 
The Grand Hotel offers two golf courses, 
pool, saddle horses, horse- 
drawn carriages, bicycles, rolling chairs 
(no cars on the island to disturb the tran- 
quility ), fishing, tennis, dancing, and eve- 
ning entertainment. Rates: $20-$30 daily, 
American plan. How to reach: By air, 
Capital Airlines, Trans Canada Airlines. 


| By rail, New York Central, Pennsylvania, 





and Soo Lines. By steamer, Georgian Bay 


Line. 


MISSISSIPPI. Hospitality unlimited at 
the Edgewater Gulf Hotel, an exciting 
vacationland on a_ beautiful 600-acre 
estate. Private 18-hole championship golf 
course, swimming pool, wide sandy ach, 
salt and fresh water fishing, and tennis. 
Rates: $6-$10 daily. How to reach: By 
air, all air lines into nearby New Orleans 
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BEWARE VACATION SPOTS 


to California 


and Mobile. By rail, Louisville and Nash- 
ville Railroad, Illinois Central Railroad 
(Mid-west to New Orleans). Edgewater 
Gulf Hotel limousine service provided 
from all airports direct to Edgewater Park 
at nominal rate on advance notice. 


NEW HAMPSHIRE. Sunset Hill House 
at Sugar Hill. Golfing, riding, tennis, danc- 
ing on the terrace. Finest scenery in the 
White Mountains makes Sunset Hill, a 
1,000-acre mountain-top estate, the festive 
social rendezvous of the Sugar Hill colony. 
Card parties, concerts, movies, and coun- 
try square dancing. Rates: $14-$18, 
American plan. How to reach: By rail, 
New York, New Haven, and Hartford 
Railroad to Sugar Hill. Just 160 miles from 
Boston. 


NEW YORK. The Otesaga Hotel and 
Cooper Inn, Cooperstown, N. Y. Crystal- 
clear lake swimming, 18-hole golf course, 
tennis, canoeing, and summer theate1 
nearby. For sightseeing, there’s historic 
Cooperstown with its restored early Amer- 
ican village and the Fenimore House con- 
taining the foremost collection of early 
American Folk Art. Rates: $13-$20 daily. 
How to reach: By rail, New York Central 
Railroad to Fort Plain, N. Y., where taxis 
are available tor transfer to either hotel. 


PENNSYLVANIA. A year-round paradise 
of pleasure at the Pocono Manor Inn. 
Spacious, cheery guest rooms. Golf on a 
championship 18-hole course, swimming 
or canoeing in Lake Minausin, trout fish- 
ing, and riding. Bowling, movies, concerts, 
and dancing. Rates: $15-$18 daily, Amer- 
ican plan. How to reach: By air, commer- 
cial service to Scranton-Wilkes-Barre or 
Allentown airports. By rail, Lackawanna 
Railroad to Pocono Summit Station, two 
miles from inn. Car meets all trains. 


VIRGINIA. The sun seems brighter, the 
water bluer, and the sand whiter at the 
aristocrat of southern resort clubs—the 
Cavalier Club at Virginia Beach. Golfing, 
sailing, swimming at beach and Cabana 
Club or glass-enclosed indoor pool. 
Planned daily and evening entertainment. 
Rates: $15-$20 daily ( modified American 
plan). How to reach: By air, Capital, Na- 
tional, and Piedmont Airlines to Norfolk. 
By rail, Chesapeake and Ohio, Seaboard, 
and Southern Railways to Norfolk. 


WYOMING. It’s real ranch living at the 
A-Bar-A near Laramie, Wyo. Nestled be- 
tween the Sierra Madres and Medicine 
Bow ranges, this operating cattle ranch 
offers trout fishing, riding, hunting, and 
swimming. Private skeet and rifle ranges. 
Rates: $18 per day, American plan. How 
to reach: By air, United Airlines to Den- 
ver or Cheyenne, Frontier Airlines to La- 
ramie. By rail, Union Pacific and Chicago 
& Western to Laramie. 


For FURTHER INFORMATION on any of the 
above listings, direct inquiries to Topay’s 
Secretary, Travel Editor, 330 West 42 
Street, New York 36, N. Y. 


OFFICE 
SHOPPING 


Made To Please 








TARY (4 TODAY'S 


types her best 
using the 


Lebeoty IiPY HOLDER 





Expert Advice from a company that é 
knows of what it speaks. Carter’s reference 
book, “How To Be an Expert on Carbons 
and Ribbons,” shows you how to choose 
the carbons and ribbons best suited to 
your typewriter, your touch, and the num- 
ber of copies you desire to make. This is 


“4 Secretary 






one book that could save you time, money, 
and temper. For your free copy, write to 
the Carter’s Ink Company, Dept. TS, 
Cambridge 42, Massachusetts. 


Typing can be easier, pleasanter with 
Codo’s patented Carbon Gripper. Made 
of flexible, yet durable stock, it firmly 
grips the original sheet, the carbon paper, 
and all copies in one unit, which is then 
inserted into the typewriter. Copies come 






SEA COLL 


@ all-Metal—one piece 


: out neat, perfectly aligned. Codo’s unique 
| @ “sight level mpage sig pe typing aid also boasts a center scale to 
CRE) SORES Oi Gpeee See See ee help set up margins, and a depth scale to 


Today’s secretary has found the Liberty Copy- 
holder an efficient aid for faster, better typing 
| ...no gadgets or devices to detract the user. 
Designed so it puts copy in full view at correct 
angle for easy, efficient work. Size: 7” wide, 


indicate typing position. 
The Carbon Gripper is not for sale, but 


America’s Favorite 








































Ligh igh 

94" high, 5” base. So low in cost every typist oa ome SiR ny a iat bites > ig fw e / g f P a p e r 

in your office should have one. Pe ase 

y ce shoulc ; OS BD Ff wl 

ORDER NOW! If not available from your Ge F Clean, attractive SEA FOAM BOND 
local stationer, order direct from— ; “Carton Gripper : is the secretary's ideal lightweight sheet. 
BANKERS BOX COMPANY nea i, It lies flat, erases easily, and files com- 
l Mokers of Liberty Record Storage Products | A died pactly. 
720 S. Dearborn Street Chicago 5, Illinois 
17 \ 4 p Sea Foam's a time-saver, too — han- 
yy / N Lf dles easily and gives the maximum in 
Baas RS clear readable copies at one typing. 

' 3 You'll appreciate the attractive, eco- 

: 4 nomical box —no more frayed waste 

sheets — no more messy paper wrap- 

pings. 

Your work demands the lightweight 

, sheet made with you in mind. Next time 

core eeea es oe you need lightweight for second sheet or 

« —n galego Ne office forms, be sure you get SEA FOAM 
é BOND. 
“it ee m instead is included with all the famous 
; + brands of carbon paper put out by Codo OLORS 
t Who y Got That (except Typocraft). For name of dealer 
a nearest you, write Codo Manufacturing to choose from= 

. Jones Estimate? Company, Dept. TS, 401 Wood Street, 

, " Pittsburgh 22, Pennsylvania. : 

; Tearing the hair only makes for ulcers. If your stationery supply house 
Keep your papers filed the Acco way and Morris Type and Platen Cleaner—a doesn't stock SEA FOAM, send for 
stay happy. Your estimates, orders, cor- new liquid spray cleaner for typewriters, samples on your letterhead. 
respondence, invoices —all your business al er 

efit ; mimeographs, rubber stamps, and print- 
records—are always where you want them, ELAR or ‘nt. Dail ae yet wen 
when you want them, when you use Acco- ing a natin — Sy ie et rtae ~ 

f press Binders or Accobind keeps type clean; weekly spraying © WRITE — 

: Folders in your files. Made platen and rollers prevents annoying paper t 

\ of durable pressboard (choice slippage. Morris Cleaner contains no car- Dept. -1 

of 5 colors) to last and last. bon tetrachloride, is nontoxic, and non- 

: Loose-leaf binding at a low flammable. Its detergent action dissolves BROWNVILLE 

price. Sizes to fit all your ink, grease, and dirt on contact. Cleaning PAPER CO. 

; —_ FP re to bind rey can be done quickly, easily, without BROWNVILLE, 

; Gingie sheet to a six inch pile. brushes or rags, thanks to a special pres- 

' Acco equip your files now. arr rors ae LL ¥ iad tle o* NEW YORK 

Ask your mailener sure-spray can. Hands stay spotless, too. 
= : i Ask for Morris Cleaner at your favorite 

e ‘ an stationery store. Any additional informa- 

: ACCO PRODUC TS, Ine. tion may be obtained from 1. T. Morris SEA FOAM BOND 

. Ogdensburg, N. Y. Company, Dept. TS, Box 126, Canan- 





In Canada: Acco Canadian Co., Ltd., Toronto 








daigua, New York. 
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Gets the 


onthe cleaner instead 


of your fingers 


AW.FABER 








The dirtiest job a Typist has to do— 
cleaning the keys on her machine—is 
a breeze when she uses the new 
AW. Faber Plastic Type Cleaner. 


It comes in individual strips. Just place 
a strip lengthwise across the keys, 
press firmly, then lift off. Repeat ap- 
plication over entire type area. Then 
toss the dirty strip into the basket. 
Next time use a fresh strip. 


No unpleasant fumes. No working 
with a big, messy ball of gook. 8 
strips for 8 cleanings. Saves time, 
keeps fingers clean. 


Get a box today. But don't let any- 
one talk you into buying a substitute. 
Look for the AW. Faber label. 


A.W.FABER-CASTELL 


PENCIL CO.. INC. NEWARK 3.N. J 





WHEN BOSS _GOES 
ON VACATION 


(Continued from page 16) 











spot, or just tidy them up with 
fresh labels. Now's the time! Add a 
note to his Miscellaneous folder 
that will both keep him informed 
and let him know what you've ac- 
complished. 

Have you been wanting to try 
out a new office system, inaugurate 
a new follow-up or some change 
you think might improve a routine? 
You've got your chance during the 
next couple of weeks. If it works, 
make a note about it for your boss, 
put it into the proper folder, and 
talk it over with him when he re- 
turns. 

Best of all, there may be some- 
thing you think you could do to 
make your own job more interesting 
—and, incidentally but equally im- 
portant, to make you more valuable 
to your boss. This is the time to try 
it and find out whether it will work. 
Your idea may concern your han- 
dling some of the correspondence 
or visitors, or some other detail on 
which your boss has had to spend 
time. Because he’s away, you'll 
have a chance to try out your idea. 
If it’s successful, you'll be ready to 
discuss with the boss the possibility 
of making it permanent. Youll 
make your point more easily if he 
has evidence in front of him of how 
valuable your plan is. 

If you've followed these rules and 
suggestions or developed your own, 
you may still find extra time. Use 
this time to prepare material for 
future work—figures the boss will 
need after his return, or notes for 
the report due next month. 

While your boss is away is a 
good time to have his carpet sham- 
pooed, his draperies cleaned, and 
his desk polished. You might also 
find this a good time to reorgan- 
ize the books and magazines in his 
bookcase. Does he have a desk file? 
If so, replace the old folders with 
clean ones. 

The day before he comes back, 
put a fresh blotter on his desk—in a 
different color, for a new look. Add 
sharpened pencils, memo pads, and 
your neatly labeled report folders. 

As one last touch, don’t forget to 
turn his calendar to the right date— 
and, if he likes it when you're in a 
pixie mood, you might write on it, 
“Welcome back, Bossman!” 
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Secretary 





needs 
brains 


An ERASERSTIK won't 
teach you how to spell— 
but it will whisk away 
spelling mistakes that even 
the best Secretaries ac- 
cidentally make. 


Assuming you have been 
well-trained by a good 
Secretarial school, your 
A.W. FABER ERASERSTIK 
will help you turn out 
beautiful, mistake-free 
letters without “ghosts” 
or frizzles. 


ERASERSTIK gets into 
narrow spaces, takes out 
one letter without blur- 
ring the word. Give 
yourself the advantage 
of ERasSERSTIK and put 
yourself in the way 

of a better paying job. 
Pick one up at your 
Dealer today. 


7099—10¢ 
7099B with brush 20¢ 


eRVICE) U.8.A. TOQ99 


Ls 





_AW.FABER ERASERSTIAK @ 


Oe hy 





i 


A.W. FABER-CASTELL 


PENCIL CO.. INC. NEWARK 3 _ N 








How Many of 
These Words 


Do You Know? 


bw 


6. 


~ 


. desultory—(a) 


. wily—(a) 


. derisive—(a) 


Select the correct synonym 
for each of the following: 


aimless, (b) mad- 


dening, (c) slow, (d) hot-tem- 


pered 


(b) 


historic 


servile— (a) 
subservient, 


lazy, 


(d) 


old, (c) 


(b) weaken, 
(d) antagonize 


enervate—(a) cool, 


(c) refresh, 
slim, (b) 
(d) criminal 


crafty, (c) 


stupid, 


suave—(a) economical, 
(c) broken, (d) 


(b) paste, 

smooth 

sluggish, (b) 
(d) potential 


(b) 
(d) 


latent—(a) 
(c) cooling, 


tardy, 


lavish, 
friendly 


short, 


(c) contemptuous, 


8. satire—(a) laughable, (b) irony, 
(c) clothes, (d) drowsiness 

9. zenith—-(a) arc, (b) acme, (c) 
radio, (d) star 

10. urbane—(a) mannerly, (b) citi- 
fied, (c) smart, (d) discourteous 

11. demure—(a) shy, (b) poor, (c) 
petite, (d) bold 

12. pungent—(a) smelly, (b) oily, 

) powertul, (d) sharp 

13. austere—(a) lonely, (b) _ strict, 
(c) model, (d) devout 

14. relevant—(a) distant, (b) perti- 
nent, (c) risky, (d) fatty 


18. 


19. 


‘D'6I ‘PSI 
‘4ST PSI 


“o* 


. Spurious—(d) serious, 


. uncouth—(a) 


. humane—(a) delicate, 


- inane—(a) 


L P’9 ‘P's 


(c) counterfeit, (d) comic 


(b) 


opened, 
(d) rude 


fallen, 


(c) 


) kind, 


(d) costly 


furtive—(a) angry, (b) 
(c) solid, (d) stealthy 


runaway, 


lukewarm, 
(d) unhappy 


tepid—(a) 
(c) new, 


foolish, 
fatty 


(b) crazy, (c) 


daring, (d) 


DOT 
‘O°LT ‘P91 °ST “9 “FI 
DIT ‘DOL “4°6 ‘9'8 
“qd 4 “d ‘oo = “Oy 

May 


(b) lengthy, 
old, 


(b) man, 


(b) stale, 


PERSONALITY IMPROVEMENT 


the greatest 
single need 
in today's 
training program 





more and more teachers and businessmen are realizing the im- 


portance of balancing the ‘‘employable personality’ with the ‘‘employable 
skill’ in every business trainee. Plan now to upgrade your students by 
developing this vital personality factor . . . the factor that business looks 
for first in every employee. 





Choose from this complete range of teaching materials around which 
| to build your personality-development program. 


HOW TO IMPROVE YOUR PERSONALITY— 
SECOND EDITION —by Newton and Nichols 


A perfect teaching combination in one book: 
analysis. (2) Then, 
256 Pages. 


FITTING YOURSELF FOR BUSINESS— 
THIRD EDITION —by MacGibbon 


The “omni-book” of business orientation, designed to show exactly what business 
expects of the beginner. 448 Pages. 


ETIQUETTE IN BUSINESS —by Carney 


The popular “how-to” book used daily by practicing secretaries and students, Loaded with 
career ammunition, it meets and solves every day-to-day problem that will arise in the office. 
Filmstrips are available. 522 Pc jes. 


PRACTICAL BUSINESS PSYCHOLOGY— 
SECOND EDITION —by Laird and Laird 


A presentation of the principles of personal efficiency and business leadership that is 
stimulating and helpful to students and businessmen alike. 561 Pages. 


PERSONALITY IN HUMAN RELATIONS IN BUSINESS 
—by Rice, Sferra, and Wright 


The text-workbook with activity after activity directed toward a tangible program of self- 
management. A complete course in itself or a valuable supplement to another text. Many 
post high school teachers are getting excellent results from using it as a workbook along 
with Practical Business Psychology, second edition (see above). 208 Pages. 


GREGG PUBLISHING DIVISION 


McGRAW-HILL BOOK COMPANY, INC. 


(1) It motivates the student to thorough self- 
it follows through with a step-by-step blueprint for self-improvement. 





New York 36, 330 West 42nd St. Dallas 2, 501 Elm St. 





Chicago 30, 4655 Chase Ave., Lincolnwood Toronto 4, 253 Spadina Rd. 
San Francisco 4, 68 Post St. London E.C. 4, 95 Farrington St. 
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"I'M SURE GLAD I SENT FOR 
THOSE COPIFIXT SAMPLES” 


COPIFIXT completely eliminates hand assembly of messy 
loose carbons. Correspondence goes faster... .. Copies 
are cleaner..... No more late afternoon fatigue. 
COPIFIXT forms are adaptable to all typewriters and busi- 
ness machines. COPIFIXT Carbon Copy Sets are produced 
on high quality carbon and bond paper. Three styles are 
available for making one, two, or three copies of letters and 
reports. 





INTEROFFICE MEMOS 


The boss is getting out earlier too, since 
we ordered those Interoffice Memos. 
Easy-to-use 3 part set provides a follow-up 
for the originator and two reply copies. 





Other stock National 
Litho Forms include bills 
of lading, voucher checks, 
insurance report form 


i-1, carbon-topped sin- NATIONAL LiTHo 
gles... also custom one- 
time carbon interleaved OT8 


single-sets, continuous 
and tabulating business 
forms. 16423 EUCLID AVE.. CLEVELAND 12. OHIO 


COMPraANnYT 


Contact your local dealer or stationer OR mail coupon below 
Please send me without obligation your free sample 7 
of [] COPIFIXT or (_] INTEROFFICE MEMOS 


| 
| 
MAIL » A TER 
| 
| 


oe i en 
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TRIPS 
WITH AN AMERICAN ACCENT 


(Continued from page 24) 





return home from your Florida tour by plane or train. 
Cost of Tour: $45, for use of car, regardless of number 
of passengers. 


COLORADO—DENVER TOUR 3 days, 200 miles 


Ist Day—Denver to Central City. Spend the day 
in Central City, a gold-mining town that has been 
revitalized. Tour the old Opera House and the Teller 
House. Listen to organ recitals and the famous Welsh 
Choir. See the square dance exhibitions, and in the 
evening attend the opera. 

2nd Day—Central City to Estes Park. Drive to Boul- 
der, site of the University of Colorado. From there, 
proceed to Estes Park with its rugged peaks, spec- 
tacular glacial lakes, and beautiful forests. Recreational 
facilities and accommodations available. 

3rd Day—Estes Park to Denver. Drive, via Loveland, 
through magnificent scenery. Stop and gaze when 
you feel like it; return to Denver that night. 

Cost of Tour: $35 for auto, no matter how many peo- 
ple go along. 


CALIFORNIA—SAN FRANCISCO TOUR 5 days, 850 miles 


Ist Day—San Francisco to Yosemite. Leave San Fran- 
cisco via the Oakland Bay Bridge and drive to Merced, 
gateway to Yosemite Park. Drive through the Mother 
Lode country and spend the night at one of the many 
hotels in the Park. 

2nd Day—Explore Yosemite Park by car or on foot. 
Don't miss the Fire Fall and the outdoor entertain- 
ment. 

3rd Day—Yosemite to Monterey. Cross the rich and 
beautiful San Joaquin Valley to Monterey, one of 
California's oldest cities. See the Casa Del Oro, the 
Custom House, Royal Presidio Chapel, and Colton 
Hall. Go fishing, swimming, or sailing. Spend the 
night in Monterey. 

4th Day—Monterey to Santa Barbara. Take the Seven- 
teen-Mile Drive to Carmel. Points of interest along 
the way include Seal Rock, Cypress Point, De] Monte 
Lodge, and the world-famous Pebble Beach Golf 
Course, Continue on down the coast to Santa Barbara. 
5th Day—Santa Barbara to Los Angeles. Take ample 
time to sight-see in Santa Barbara; visit the famous 
Mission of course. Drive on down the coast, past 
the movie colony at Malibu, and along Sunset Boule- 
vard to Los Angeles, where you can leave your car. 
Cost of Tour: Auto and Hotel Costs: 2 people, $76.50 
each; 3 people, $61.70 each; 4 people, $48.25 each. 


SEEING THE UNITED STATEs is a wonderful experience. 
So get out your map, decide where and when you 
want to go, and start making plans for your rent- 
a-car vacation. We predict it will be the first of many! 
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SAVE TYPING TIME 
with FLICK A LINE 














the only 4 way copy holder 
the only complete copy holder 


Right or left! High or low! 
Simply reverse the panel in the slot 


Rubber wheel operates line finder 
Genuine walnut base with 
pencil groove and bookledge 


Inclined masonite panel 834,” x 14”. 


Only $5.95 prepaid 


FRANKLIN TABLE COMPANY 


116 N. 4th St., Louisville, Kentucky 


OBJECTIVE APPROACH 


(Continued from page 4) 











Earn a degree in 


BUSINES 


at the 





University of Denver 
...for a business career 
...to teach business 


l-yr., 2-yr., and 4-yr. 
SECRETARIAL PROGRAMS 


Designed to prepare you for secretar- 
ial positions at administrative and 
executive levels. By completing the 
four-year program leading to the 
B.S.B.A. degree, you can also become 
certified to teach business subjects in 
high school and college. 


For catalogue and other information, 
write: 





| Dept. of Business Education 


DR. JOHN E. BINNION, 


Chairman 


Room R-5, Business Administration Bldg. 


UNIVERSITY OF DENVER 








DENVER 2, COLORADO 








WHEN A PERSON HAS A JOB, many 
factors have a bearing on whether 
or not the person is happy and sat- 
isfied in doing the job. and on how 
the job gets done. There is not 
adequate space in this column to 
explore all these factors, but some- 
thing should be said about one 
basic element that largely deter- 
mines the degree of success one has 
in a given job—contribution. Re- 
ferring again to the one essential 
thing the “boss” needs from an 
employee, HELP, I believe that it 
can be said without too much fear 
of contradiction that, in general, the 
employee who regularly contributes 
the help expected of her progresses 
satisfactorily. 

And so, girls, if you would suc- 
ceed in the business world, tell 
your prospective “boss,” during the 
job interview, what you intend to 
do to HELP him. After you get the 
job, follow through and CONTRI- 
BUTE the HELP vou promised. 
And, to get that desired “raise,” 
contribute a little more help than 
your “boss” currently pays for. 


Words 


(Key to teasers on page 18) 





WHICH IS RIGHT? 


l. arrangement; 2. losing; 3. embar- 


rassed; 4. immature; 5. Occasionally; 6. 
transferred: 7. beginning, occurred; 8. 
regrettable; 9. judgment; 10. definitely. 


THE MODERN TOUCH 


1. among; 2. happened; 3. between; 4. 
days long since past: 5. to remove or 
lift, as a hat; 6. to put on a garment; 7. 
does; 8. said; 9. two; 10. vou. 


TROUBLE WITH DATES 


a Labo Day; ye class of "55; 3. March 
15, 1956; 4. January 15, 1850, was found; 
5. is too long; 6. 9 a.m.; 7. February; 
8. 3,000 B.C.; 9. June 10; 10. Wednesday, 
Friday. 


DON’T BE ALL IN! 


1. Either “is universally used” or “is 
used by all.” 2. I did not sleep at all last 
night. 3. all-round. 4. All those present... 
5. is as far as I will walk. 6. already. 7. 
all right. 8. all together. 9. in all ways. 


10. altogether. 


CHOOSE YOUR VERB 


forgotten; 3. proved; 


$. gone: 5. came: 6. brought; 7. waked 
or woke; 8. written: 9. caught; 10. flown. 


l begun rang 
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EVANS GATHERING RACK 
30 Days at our expense 


See for yourself. One person 
collates more than 3,500 pages 
per hour. Racks cost only 

$10 to $25 retail. Slash collating 
time and cost 50°>. 


Light, durable, all-aluminum 
construction. Can be stored in 
1 cubic foot space. Gives 

long, trouble-free service. Each 
rack section holds 500 sheets. 


SEND TODAY FOR FREE TRIAL 


SES SEREREREEEEEEEES 
@ Evans Specialty Co., Inc.— 6052 Evans Bidg. 
1800 E. Grace St., Richmond 23, Va. 
@ I would like a free test of the Evans § 


+ Gathering Rack, 30 days in my = 
4 own office. 


. Name 





gy Address ; 
SESE EEREEEEEREEEES 




















NEAT 
ERASURES 


RUSH- 


~- fF YBRGLASS 
ERASER 


No slip sheet needed be- 
tween carbon and copy. 
No erasing shield — the 
Rush Eraser is less than 
one character thick. In 
beautiful, life-time plastic 
case, handy to use as a 
pencil, with long-lasting 
propel-repel refills. 








Order from your Dealer 
or send 50¢ and 
name of dealer to 


1 The Eraser Co., Inc. 


\ 1068 S. Clinton St., Syracuse 4, M. Y. 
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(Continued from page 26) 
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are So basy ap ae eee 


0 be, 1 Bs 
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om fhaid cuplicetor masters with | C+ es, ri ‘ re i a sie 


adhesive ee Pr ? 
‘\\2s'/ correction tage = “7 ee 


FAST, NEAT,CLEAN+? NO SOILED HANDS 


Avery adhesive Correction Tape. There's no scraping, 
erasing or smearing. Save useless trips to the wash- 2 a ? 
room — no smudged hands or dirty fingernails — no O oy F ae nicest 
wasted time. Just press on, then type on! It’s easy ra 

oT 


to use — fast and clean! 


Correcting fluid duplicator masters is a breeze with g 





Available in rolls ready to use in 1/6", 2/6” and 5/6” oe 


widths in handy Kum-Kleen dispenser. 





PRESS ON reverse side of TYPE CORRECTION with light 

1. master over error. No moist- 2. touch, using same carbon. ame , el asl i” f 
ening . . . just LAY IT ON Master stays in typewriter ” oe ¥ 
with a finger touch. . «+ MO realigning. i 7 


The boss will like it too...for it saves 

him time and money. 

Ask for Avery Correction Tape today — 

at your dealer, or from your regular office 
supply salesman —you'll like it! 

aS eS eS SE eee eee ee ee ee ee eee ee ee oe 


AVERY ADHESIVE LABEL CORP. Div. 152 


117 Liberty St., New York 6 ¢ 608 So. Dearborn St., 
Chicago 5 © 1616 So. California Ave., Monrovia, California 


Avery Adhesive Label Corp. (Canada) Ltd., 207 Queen's ; 
Quay, Toronto 1 ¢ Offices in Other Principal Cities ; —~-C o— e 


- 
l 

i 

1 

i 

; Please send samples of Avery adhesive Correction Tape 
i 
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i 
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company 





address 
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here is a 
wonderful 


NEW 
SYSTEM 


. . of picking up your shorthand 








speed in a hurry with loads of 
specially selected shorthand 
dictation on phonograph records in 


all speeds. 









Send for free 
descriptive literature 


DICTATION DISC. CO. 


170 Broadway, Dept 195 New York 38, N. Y. 
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(Continued from page 34) 


If your abilities are well rounded 
28 


“, 
oo ae f° 


HITCH YOUR WAGON TO A STAR 


2D 


7? 





NOW! Enjoy the FLORIDA vace- 


tion you've wented but couldn't 
afford! 
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FLORIDA’S GLAMOUROUS 
a. 
7 wonderful DAYS—6 romantic NIGHTS 
<A/f 
April 16th to December 
sparkling Gulf of Mexico Golfing on the 
flaming tropic flowers Dancing and romanc- 
this fabulous luxury will cost you os LITTLE as 
phone 


wew 
00 ‘ * Summer Rotes per per- 
$24. 15th. 
world-fomed Bobby Jones course Relaxing 
ing — thot’s your Millionaire’s vacation at the 
$24.00! ! So don’t wait another minute for reserva- 
7” NEW SARASOTA TERRACE HOTEL 


Life 
HoT 

son, double occupency, 

Swimming in the turquoise woters of the 

amid palm trees and sweetly scented masses of 

celebrity-filled new Sarasota Terrace Hotel! Yet all 

tions! See your local Travel Agent or write, wire or 

BOX 1720 — SARASOTA, FLORIDA — TEL. RINGLING — 2-5311 
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perfect for 


shorthand and general 


Because you'll discover that 
office work. 


here is the smoothest office 


pencil ever... 
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LEAD today! At leading 


guarantee. Get Semi-Hex 
stationers. 


unconditional money - back 


Make the test . . 
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* S.7VAINIF 


ral 


Pr all 


/ 


Write us, Dept. S, for a free trial pencil, 


as: 


naming your favorite degree. 





1-2-2-2/4-3-4 
Fine Pencils since 1889 


GENERAL PENCIL COMPANY 


5 Degrees: 


oo 
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DEF 2 


Jersey City 6, New Jersey 
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2 MONTHS WITHOUT PAY 


(Continued from page 21) 





some kind of potato-y hash with a fried egg on top. 
When in France, eat what. they prepare best—French 
cuisine!” 

Transportation—Pat and her friends took trains both 
inter- and intra-country. Often they met Americans 
traveling in their direction by car, and who gave them 
a greatly appreciated lift. Pat speaks highly of the 
Americans she met in Europe: “Everybody was so 
helpful in suggesting places to go, sights to see, easier 
ways to do things. They gave us auto rides, invited 
us to their homes. They were just wonderful!” 

The girls had a magnificent time—in Paris they 
picnicked on the banks of the Seine and visited the 
Louvre; in Rome they saw the Pope, threw coins into 
the Trevi fountain; in Milan they visited the family of a 
young lady they had met on the ship. Florence, Gen- 
eva, Frankfort were all exciting. They especially en- 
joyed going into the homes of new European friends 
and really seeing how other people live. 

Back in France, they spent a few days with an 
American Air Force major and his wife, with whom 
they had made friends in Germany. 


IN PARIS AGAIN THEY SAW MORE SIGHTS, met more peo- 
ple, changed their wardrobes for cooler weather, ar- 
ranged for their luggage to be delivered to their 
homebound ship, and then set off for Calais and 
England. 

“Once across the Channel, we were pretty happy 
to be among English-speaking people again,” Pat 
admits. A friend from the Channel trip drove them 
80 miles to London, where a bobby (policeman) rec- 
ommended a clean and inexpensive hotel, the kind 
they were always looking for—(“and always found,” 
Pat adds). 

During their three days in London they saw, among 
other sights, Buckingham Palace at guard-changing 
time and Big Ben being repaired. They were invited 
to the Overseas Visitors Club for an evening of danc- 
ing. (Guest fee: about 25 cents in American money. ) 
Next, they took a train for Edinburgh and from there 
to Glasgow, where they boarded a plane for Belfast. 

The high point of their week in Ireland was visiting 
their relatives from Donegal through Limerick to Cork. 
Of course, they made a trip to Blarney Castle. From 
Dublin they sailed for Wales, there entrained for 
London. At Southampton, they met the “Liberté” 
(with their baggage safely aboard ) and on September 
30 at three o'clock, just before teatime, they waved 
good-by to Europe. 

When they arrived in New York at seven on the 
morning of October 6, Pat was beaming with happi- 
ness although she had only one cent to her name. 

Her “two months without pay in Europe” had en- 
tailed planning and sacrifices but had resulted in a 
rich and rewarding experience that she would re- 
member the rest of her life. 





If your circle of friends includes a young lady soon to 
graduate from high school, business school or college— 
and if she is planning a secretarial career—be sure to 
express your best wishes by giving her a gift that will 
entertain and at the same time increase her basic knowledge 
of Business Law—present her with a copy of WHAT 
EVERY GOOD SECRETARY SHOULD KNOW ABOUT 
LAW by Howard P. Reuter, Attorney at Law. 

The secretary of today is expected to know much more 
than just how to take and transcribe dictation. To be an 
executive's real “girl Friday” she should know the basic 
principles of Contracts, Corporations, Wills, Partnerships 
and Real Estate. All of these subjects and more are 
included in this book, so chock full of information—yet 
written in a light-hearted manner certain to beguile the 
sweetest girl graduate—and the full-fledged secretary 
as well! 


CLIP THIS COUPON NOW! 





Reuter & Bragdon, Inc. 
One Gateway Center 
Pittsburgh 22, Pa. 


Please send me..... copies of SECRETARY LAW by 


Howard P. Reuter @ $2.75 per copy, postage prepaid. 
Payment enclosed in the amount of $ 

NAME 

ADDRESS 


CITY ZONE STATE 





} Pennsylvania State Sales Tax.) 





(Add 3c per copy if you live in Pennsylvania, to cover 
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YOU Save 56% Typing Time When 


Typing the Titles for Indexes & Guides! 





<AtE-G> 


TYPERITE® 


INDEX 
TABBING! 











Group Of AICO Guides 


Check File Guide—Open 
Shelf Filing Guide— 
Tabulating Guide—Out 
Guide—Card Guide, etc. 


Also Custom-Made Guides. 


For FREE Samples, Full Info. & Quotations, Write Dept. 55 








INDEXES 





° y 
yeasts oft qo ™ 


— 


Has Typewriter Spaced 
Insert Strips and Tabs 
No Soft Roller Is Used 
Typing Is Faster, Easier 
Always On A Straight Line 


AICO TYPERITE Tabbing has blank 


insert strips that are typewriter 
spaced to permit the use of the line 
space lever when typing titles. Ends 


the need for soft roller work to center 
or position the title on the insert. Re 
duces typing fatigue & errors. 


NOW! The Insert Strips For AICO 
GUIDES Also Typewriter Spaced! 


You can now enypoy the same time savit © 
work saving features on typing the titles 
for your Guides. Make filing, finding. 


faster, easier and get a neater cleaner 
titling job. AICO also makes Guides to 
your own spectiications any size or shape 
with titles to meet vour special needs 


97 Reade St., New York 13, N. Y. 
426 S. Clinton St., Chicago 7, Ill. 
























IT'S A SMART MOVE 
WHEN YOU SELL Fr aw 


CUSTOMER 





SATISFACTION 


Jamuiitineraian 0 foe. 


ONE JUNIUS STREET, BROOKLYN 12, N.Y. 





SMOOTH 
PERFORMANCE 


NATIONALLY 
ADVERTISED 


Send for catalog 


35 Stapling Products. 











HIGH-LEVEL 


(Continued from 





Says Mary: “We're always delighted and excited 
at reception time. We often have luncheons or cocktail 
parties for the visitors in the Club or the Lounge. The 
flags of their countries are displayed and, whenever 
possible, an ice-cream-mold dessert features their 
national colors.” 


WHILE RECEPTIONS ARE HIGH POINTS, day-to-day work 
is never dull for energetic Mary. Because she is sin- 
cerely interested in her work, she fully enjoys every 
day in her office. She sits on a swivel chair between 
two desks, both hers. One desk, facing south, is for 
reference. Her three phones and most of her reference 
books are efficiently placed on its broad top. In its 
drawers are piles of pending paper work, neatly ar- 
ranged in order of the future dates on which they 
will come up. The other, her “work” desk, carries an 
electric typewriter, her dictaphone, dictation pads, 
calendar-schedule, and (most important) her “Things 
to Do’ card file. 

Pointing to this small file box, Mary grins, “Here 
is my best friend and, occasionally, my worst enemy. 
Although sometimes it’s like a sword over my head 
with five hours’ work to be done in one hour, I’m 
always grateful to it for keeping me on schedule.” 
The five-by-three cards are arranged according to date, 
and each is filled with written orders from Mary to 
Mary: Answer X letter today, call Mr. Blank and get 
such-and-such report, check Mr. Glass on the so-and-so 
matter. At the beginning of each workday, Mary 
consults her “Things to Do” file. At the end of the day, 
she has either checked off each assignment or neatly 
noted the reason why it could not be completed. Then 
she refiles the card for future reference. In her cffice, 
also, are Mr. Glass’s personal correspondence files and 
the corporation’s confidential files. Closetfuls of corpo- 
rate records are kept in the outer executive offices. 


NATURALLY, EACH NEW BOSS SHE HAS WORKED FOR had 
questions to ask Mary about some detail of the work 
when he first took over. “It’s a good thing, too,” she 
exclaims, “because very often, in finding out the 
answers, I learned something new myself!” For the 
most part, Mary's bosses have brought their own of- 
fice methods; and, always, she has adjusted to them. 

“I would never attempt to change a man’s routine,” 
she says. “Since there is no one set way of running 
an office, each executive officer has introduced varia- 
tions in routine. But, since there are basic executive 
methods, there has been no radical change. Each indi- 
vidual approach has been an excellent one, and 
changes have somehow always been improvements.” 

An ever-growing interest in her work has made 
Mary's years at Empire State happy and exciting. 
% which is a good thing,” she notes, “because I 
spend so much time here.” 

She takes the subway (“and, I hate to admit it, 
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sometimes a taxicab”) from Jackson Heights, in the 
Long Island section of New York City, where she lives 
with her mother. She works straight through from 8:30 
in the morning, without leaving the office for lunch. 
“This part is not bad at all,” she is quick to explain. 
“The Building provides me with a delicious lunch that 
I order trom the Club menu.” She leaves work between 
5:30 and 6:00, “depending on Mr. Glass’s schedule for 
the day.” 

Mary's mother does practically all the shopping for 
her “because I never seem to have time.” On week- 
ends, Mary relaxes and reads a great deal, She likes 
to collect miniatures “of anything, so long as it’s 
tiny,” and to travel to some new spot during her annual 
month’s vacation. 


“HAD SHE NOTICED ANY CHANGES IN REQUIREMENTS and 
standards for secretaries in the past quarter-century?” 
we asked this superior secretary. And her answer was 
definitely, Yes! 

“It seems to me,” she explained, “that today’s secre- 
tary is much more of a specialist than ever before. Men 
have more confidence in their secretaries these days; 
and, as a result, secretaries need to know more and 
take more responsibility. A well-rounded education 
and adeptness at all office skills are called for. At- 
tention to dress and a businesslike attitude are more 
important, now that secretaries have earned the pres- 
tige of professional status.” 


MARY'S PROFESSIONAL ATTITUDE toward her own job 
has been well rewarded. She has tor years been As- 
sistant Secretary on the Board of Officers of the Empire 
State Building Corporation. 

Officers of the Corporation showed their apprecia- 
tion of Mary's loyalty when they feted her last* year 
at a great surprise party in the Lounge. (The occasion 
was her twenty-fifth year at the Empire State.) Her 
mother, a few personal friends, and the families of 
Governor Smith and General Drum also attended the 
celebration. Among her gifts was a gold charm bracelet 
with a single disc. On one side of the disc is engraved 
a miniature Empire State Building with her birthstone, 
an amethyst, sparkling atop its tower. An aquamarine, 
jewel of the month of March (in which Mary came to 
work there), dots the engraved message on the other 
side, This reads: 

Mary V. Carr 
In grateful appreciation 
for her 25 years 
of devoted service 
from 
“The Empire State” 
1930-1955 

Mary is never without her charm bracelet. “I wear 
it all the time,” she vows, “even though it clinks like 
mad when I take dictation.” 


TODAY'S SECRI 


WITH THE Exctusive ECONOMIZER BOX 





| PATENTED EFFICIENCY 
| in CARBON use. 


(1) Automatic alignment. 

(2) Automatic rotation of sheets of carbon gives 25% more wear. 
(3) Automatic warning of last typing lines. 

(4) World's easiest and most convenient carbon to handle. Hands 


do not touch the coated surface. 


DISTRIBUTED BY 
KEE LOX BRANCH OFFICES IN MAJOR CITIES AND 
BY A GROWING NETWORK OF AUTHORIZED DEALERS 


Free samples sent only on request when 
letterhead of company is used. 


Department S 3 


KEE LOX MFG. CO. 
Rochester 1, New York, U.S.A. 


Kee Lox “Pal” Erasaguard 
75¢ each; 65¢ each in dozen lots. 
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Always a Sharp Pencil co 
With a Twist of the Wrist 


clean pencil point all day 
long, with just a twist of ae 


the wrist. Saves time and 


Fine imported Sharpener, 





Continued from page 14 


Cf. Zi im 2 pt GF pe 


ei 
The handy “DUX” Preci- oa G 
sion Pencil Sharpener on ae C—_ er 

your desk gives you sharp, + on Ee & 


OF aa 


energy. No fuss, no muss. ee oe " oO eon a ) , 
with replaceable razor- ao , 
sharp blades. a’ a —r> 


Ask your stationer or write to 


Dept. X-5, Station F, Atlanta, Georgia m oe gee en 











Each year in June, 


Vol. 





BOUND VOLUMES AVAILABLE! 


Secretary copies are bound with a heavy leather cover into Ss— va) 
one complete, easy-to-handle volume. Many back issues are 

still available. Check the listing below and send your order to 
Gregg Magazines, 330 W. 42 Street, New York 36, New York. 


> 
56 September 1953-June 1954 [a » Ps 
57 September 1954-June 1955 34 $6 _ — 1 > 
s = 
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Business Education World 
25 September 1944-June 1945 
28 September 1947-June 1948 
30 September 1949-June 1950 
34 «September 1950-June 1951 
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35 September 1954-June 1955 


Business Education World and Today's 
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FOR ADVANCED BUSINESS OPPORTUNITIES 


AND AS GIFTS TO FRIENDS AND RELATIVES 
MADE FROM PORTRAIT OR PHOTO 


YOU RECEIVE FREE, three full pages — a one page sample resume Ain 
g 


and two pages of instructions, to help you prepare the resume to use 
with your waliet photos. — Your original portrait or photograph re- 
turned unharmed with 20 top quality 21%. x 312 silk finish, double 
weight photos plus free sample resume. 


25 FOR $1 — You'll love your pictures or money returned. 60 FOR $2 od “A 


| APPLICATION PHOTOS, 
Box 271, Salem, Mass. 
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EAGLE-A PAPERS 
have the famous 


"HINGE-TOP" BOX 








FP 
oF e5 9 oS éum,€ 
ee a ee ee ae dah 
Tengo ag Ah 








—" _ is K these fi t and cl 
ZF eeps these fine papers neat and clean 


O wnt » Lets you slide out the sheets you need 


‘N 
po 7? a, so, Why dig and tug to get typewriter paper out of a box... 


—— 


and get soiled, wrinkled sheets? With Eagle-A’s 


Sen “Hinge-Top” Box, you simply lift the hinged box end, 


slip out the sheets you want—and they come out smooth 
and bandbox-fresh. Saves time... saves paper! The 


' unique “Hinge-Top” Box is available with all Eagle-A 
ee en ee é. <> cs o Boxed Typewriter Papers. These fine papers come 
6 ay oo in a wide choice of grades to fit every office budget... 
“4 Y £M aot #* ——_* — in letter and legal sizes, plain or ruled: 
a y 100% RAG EXTRA No. 1: Coupon Bond 
Pr a 0) ie re \ o/ P a aif 9 100% RAG: Agawam Bond; Coupon, Agawam Onion Skins 
~e , > 75% RAG: Contract Bond *« 50% RAG: Acceptance Bond 
aa Ae ge” al Zz _ 25% RAG: Trojan Bond, Onion Skin and MS. Cover 
Lb. SULPHITE: Quality Bond, Onion Skin and Manifold 
aa TYPE-ERASE: Bond, Onion Skin — with “built-in erasability” 


FREE AMERICAN WRITING PAPER CORPORATION 


HOLYOKE, MASS., DEPT. TS 


Send your free Letter Placement Guide and 
Miniature Sample Booklet of Eagle-A Boxed 
Typewriter Papers: 


NAME 
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and POSITION. 


SECRETARIES: clip coupon “to firm letterhead. 
TEACHERS: clip coupon to school letterhead. 
teachers > 
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LET Graffco SIGNALS : 
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|__ Signals for “Vertical” Records 
Every day goes smoother when you sq ~ 
rely on Graffco Signals and Maptacks. —¢ 
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the way. 
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EMPLOYMENT AGENCY DIRECTORY 


Are you looking for a new job? On this page, every 

month, you'll find listed reputable employment 
=~ agencies that can help you soive your job-hunting 
problems. Whether you want a job in your own 
vicinity or whether you want to move to a new loca- 
tion, our Employment Agency Directory can be your 
expert guide. Check the agencies listed here first. 


























CHICAGO NEW YORK 
( 4 Furnishing a AMY LORTON McKAY 
BIRCH Qualified Secretaries to the Established 1940 
* High-Paying Chicago Personnel Placement—Men & 
Market On An , Women 
SECRETARIAL Employer Pay Fee Basis Advertising Industry Publicity 
PLACEMENT , F Airli Magazines Radio-TV 
Cn IST 59 E. Madison * Suite 1417 adios Book Publishing Wall Street 
SPECIALISTS \ = CEnwal 65670 30 Rockefeller Plazo—Suite 3030—Call CO 5-3988 

















Employers Recommend 


Secretarial positions with the finest 
ROLAND | | firms in the F racemes Publishing and 
EMPLOYMENT SERVICE Seccicanee Minka ta: Silden dale 

for high standards, excellent performance, USINESS FICIGs IN MAO at 
and best job applicants. That's why they City—Grand Central Area are avail- 


list their best jobs at 


ROLAND EMPLOYMENT SERVICE 
116 S. Michigan FRanklin 2-0320 MORAN AGENCY, 545 Fifth Avenue (45th St.) 


able through the Moran Agency. 











DENVER 








Where High-Grade Secretaries 
& Top-Grade Positions 

r¥ Have Met 

BD for More Than 25 Years 





SECURITY EMPLOYMENT SERVICE | | 


A Good Name to Remember” for the best in 























secretarial positions. Security for the applicant, 
meen: thang sacieinnirtatiiee rae cacete Confidentially Contact..... 
MRS. MARIE SMITH, Owner 180 BRoxoY Miss Marion Steele CO 7-4540 
1312 Broadway KEystone 4-7273 
NEW ORLEANS SAN FRANCISCO 
Planning Relocation? Contact | | Western Employers Service 


A-1 EMPLOYMENT SERVICE San Francisco's Largest 


NO FEE AGENCY 
Temporary and Permanent Jobs 
995 Market San Fran., Cal. 


— 
1409 National Bank of Commerce Building 

New Orleans 12, Louisiana 
12 Years Same Management CAnal 4241 

















Coming Next Month 


“She shall have music.” and Dorothy Lacey does—all day long. 
For she’s secretary to Rosemary Clooney, one of the nation’s brightest—and 
nicest—songbirds. The June issue of Topay’s SecreTary takes you behind 
the scenes in a job that combines glamour, hard work, and melody. 


Winner's Cirele—OGA style. The 43rd annual Contest is over. En- 
tries are now being judged, and next month you'll have the results: lists of 
the individual and school winners—and their prizes; all the pictures we can 
manage to squeeze in. And, finally, the thrill that goes with discovering 
that someone you know (yourself, perhaps) is among the winners in the 
biggest OGA Contest ever! 


The one-girl offiee—a one-way ticket to responsibility. Five experts, 
all secretaries who've tried it, tell you what it’s like to be Chief-Cook-and- 
Bottle-Washer in a small office. An article that’s “must” reading for the girl 
who’s interested in a career. 

Coming. too! Fashion, Beauty, Menus—geared to the summer ahead. 
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Like 600,000 others 


in school and on the job, she 
refers to this handy pocket- 
sized book many times every 
working day. ... 


20,000 WORDS 


Now in its Third Edition and passing the 
600,000 mark, this book has become ‘‘standard 
equipment’’ in business and business educo- 
tion. Words are spelled, divided, and ac- 
cented. Definitions are omitted. It's fast, prac- 
tical, economical. 249 pages. 


What a difference when every student 
has one! 


REFERENCE MANUAL for 
STENOGRAPHERS and TYPISTS 


Gavin and Hutchinson 


Teachers find that the Reference Manual is 
exactly the professional-level classroom aid 
they need for transcription, typing, shorthand, 
English, and secretarial practice. The beauty of 
it is that students can use it effectively in sev- 
eral classes at once. Tests and review exercises 
are right in the book. 192 pages. 


For permanent vocabulary mastery... 


GREGG SHORTHAND 
DICTIONARY SIMPLIFIED 


Authoritative, official! Every student should have 
one . in class . . . later, on the job. Con- 
tains in print and shorthand over 30,000 words 
plus separate sections on names and abbrevia- 
tions. By the authors of the Simplified System, 
Gregg, Leslie, and Zoubek. 336 Pages. 


Have you explored its 
TEXTBOOK USES? 


STANDARD HANDBOOK 
for SECRETARIES 


TEXT EDITION—Hutchinson 


This ‘‘classic’’ desk reference will be used by 
scores of students later throughout their business 
careers. You can start them right in the class- 
room by adapting the Handbook to these text 
uses: 

1. A short-course text and reference 


2. A text for your office-practice and secre- 
tarial-training courses 


3. A text for basic or review English 
626 Pages 


GREGG PUBLISHING DIVISION 
McGraw-Hill Book Company, Inc. 


New York 36, 330 W. 42nd St. 
Chicago 30, 4655 Chase Ave., Lincolnwood 
San Francisco 4, 68 Post St 
Dalios 2, 501 Eim St 

















BEAUTY BUYS 


Give your face more 
than a superficial soap- 
and-water or cream 
cleansing with Geor- 
gette Klinger’s Lotion 
O, a deep-skin cleanser 
that tones as it cleans. 
Leaves the complexion 
sparkling, vibrant, 
alive. Specially formu- 
lated for oily skins to 
relieve pimples, black- 
heads, acne, enlarged 
pores, it also helps 
A 4-ounce bottle, $2.25; 





remain blemish-free. 


clear skin to 
8-ounce bottle, $4 (tax included ). Order by mail from Georgette 
Klinger Facial Salon, 509 Madison Avenue, New York 22, N. Y. 
Free skin analysis chart with every order. 


High-fashion note for 
spring is flowers—on Qu 
shoes, gloves, scarves, se 
handkerchiefs, _ belts, 
jewelry, and hats. 
Houbigant’s Quelques 
Fleurs perfume carries 
out the theme of your 
ensemble. The floral 
fragrance is now avail- 
able in a water-thin 
flacon. Packaged in a = 
flower cart, the flacon 


“oO ress, 
ELOUES FieURs 
GARDEN 








is accompanied with planting plans for three French garden 
flower beds and enough seeds to grow one of them. All that vou 
need (besides a green thumb) is a rectangular area four by six 
feet. Available for $2.50, plus tax. 


“April showers bring 
May flowers”—and 
stringy hairdos, too. 
No need to fret about 
rainy days, however, 
when you use Breck 
Hair Set Mist. Con- 
tains lanolin, which 
helps provide softness, 
lustre, and eliminates 
“stiffness.” Not affect- 
ed by humidity, damp- 
ness, or wind, Breck 
Hair Set Mist comes in a light, floral scent. Just comb or ar- 
range the hair as desired and apply in short, brief sprays to 
the entire head. Can also be used for setting the hair. A 4%-ounce 
can, $1.25, plus tax; ll-ounce size, $2, plus tax. 





Coets, the quilted cot- 
ton squares of a thou- 
sand and one beauty 
uses, now have a new 
dispenser package. The 
handsome box has a 
pertforated-flap open- 
ing in the top that per- 
mits quick and easy 
access without expos- 
ing the entire contents. 
The flap then tucks 
securely back into the 
box front to cover and 
protect the Coets completely. Decidedly feminine in appeal, the 
new package has a color scheme of pastel pink and white. Avail- 
able at cosmetic counters at no advance in price: box of 40, 
23 cents; box of 80, 43 cents. 














COMPLEXION CARE IN SUMMER 


(Continued from page 31) 





are free to breathe. A cleansing lotion that cleanses 
deep into the pores is advised for a complexion of this 
type. 

Even an oily skin needs cream about the eyelids 
and under the eyes, where the first lines and shadows 
appear. Additional care should include a scrupulous 
and twice daily cleansing with lotion, the application 
of a medicated lotion to keep small spots under control, 
and weekly masks as a further cleansing measure. 

If your skin is neither especially oily nor dry and 
seems to require a minimum of attention, you're one 
of the approximately 30 per cent of American women 
with “normal” skin. But you're still not so carefree as 
you might think. And excessive sunning on the face 
can be just as detrimental to your skin as to that of 
your oily- and dry-skinned sisters. Improper care or 
none at all, and the most perfect skin can develop into 
problem skin. Again, no soap; but use of a cleansing 
lotion and daily cream about the eyes and any other 
dry areas are “musts.” A weekly mask will also help to 
keep a normal complexion looking its best. 


HiGH AMONG THE “poN'ts” listed by the experts at 
the Klinger salon are—no pancake make-up, liquid 
rouge, or cake rouge to clog and enlarge the pores. 
And no soap, regardless of skin type. Try a deep 
skin lotion, youll like the feeling of being so clean 
and you'll love the way your skin will look. 

But do select a foundation with an oil base. (The 
oil remains on the skin surface, doesn’t get into the 
pores to enlarge and clog them, and can be easily re- 
moved.) Blondes will generally’ find a foundation 
slightly darker than their own skin tones most be- 
coming, while, for brunettes and dark redheads, a 
shade lighter than their complexions will dramatize the 
eyes. After the base, a cream rouge to highlight your 
color, and over all (and gently) a light powder. 

For the eyes, brown or blue mascara for more ef- 
fective emphasis if youre a blonde, but black if 
brows and lashes are naturally that color. If you're 
a brunette or a redhead, black is usually the best 
choice. When it comes to shadow, the silver blues 
and greens are lovely for blue eyes if applied with a 
delicate touch. But, if your coloring is that of a brunette, 
try a shadow with gold overtones. In using a pencil, 
the same shades as with mascara—and again a so-light 
touch. For a prettier you, try blending the brow line 
with your finger for a softer effect. 


Startling ideas? Perhaps. No soap—but a cleansing 
lotion for a softer, lovelier complexion. No sun tan— 
but a rosy pale or just slightly sunny look is so pretty. 
No pancake or exaggerated eye make-up—why not 
try using it moderately and lightly? You may find you 
actually like it. One of the women who discovered 
most recently it was nice to look and be as much of a 
lady as possible even became a princess. 
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' The IBM Electric 





| sf 
can't spel] ¥ 


...it will give you the best-looking letters 
you ever saw— in less time and with less effort! 


The best-looking typing in the world IBM time-saving ai’)—help get your 
comes out of the IBM Electric. You typing done in far le time! 
cant vary the even, uniform IBM typ- 


Once you and your boss see the superb 
ing, no matter what touch you use. 


IBM Electric. vou re sure to agree 


Electricity does the work! One hour it does more for you than any other 
of typing on an IBM takes less “finger- — typewriter! So why not ask your boss 
effort” than three minutes’ tvping on to call IBM today? You'll both be so 
a manual. This ease—and the many glad you did! 











, ELECTRIC 
TYPEWRITERS 


eee OUTSELL ALL OTHER ELECTRICS COMBINED / 
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Gregg shorthand was designed 
with a pen. And the Greeg-Approv: 
Pen was specifically dezizned for 


The special point glides acrocs «= 
no pressure... no skip cr 12s. 
circle or hook is bright acd wnifo.- 
are always easier to (.aiccrits- 
increases. 

Try this Esterbrook S':<rthenrd ! 
you pass a pen counter. ': .i¢ p: “ce: 
And, should the point cver ove 
an identical Esterbrook: Pot:: i 
only 5Ce. 





Grego-A.pproved 


—“ORTHAL. D 


RBROOK PEN COMPANY, Camden 1, New Jerce 


TERBROOK N MPANY 


Just threa 


1555 


The right way to write Gregg 
d the poin 


PE 











You can also enjoy 
Esterbrook’s 1555 
Gregg Poiat with... 





ESTEK3ROO!: .. 14 DESK PEN SETS 

Always ready érite! Every time the pen is 
returned toth ase, it fills itself by capillary 
action. Base |t 40 times me ink than 


ordinary pens. 





ESTERBROOK . 7 TE-PAK SETS 


Dainty, new pen and pencil sets with new 


styling, matching case. Choose from a variety 
of beautiful pastel colors. 


Trt 


